











alive after five... thanks to her Remington Electric typewriter 





And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 








truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 
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A Message ... From Your President 


) 6 grey: from the column usually written by Mrs. 
Miller, THE SECRETARY believes it would be inter- 
esting to all NSA members if we report the busy itinerary, 
over the span of a year, of the president of your Association. 

During her tenure in office Mrs. 
Miller has traveled some 24,000 
miles; and although she has parti- 
cipated in so many activities, often- 
times many miles from home, she 
actually has taken very little time 
from her own secretarial position 
in Akron, Ohio. 

Her journeys have not been al- 
together free from incident, how- 
ever. Enroute to Sioux City, Iowa, 
to attend the Iowa State Meeting 
in April, Mrs. Miller fell at Akron 
Airport and suffered a contusion of her left shin bone. This 
required a doctor's attention when her plane landed at Chi- 
cago Airport. 

On this same trip, instead of a two hour layover in 
Omaha, she had to wait four hours to make connections— 
finally arriving in Sioux City at 2:45 A.M. Certainly not a 
very propitious hour to arrive in a sleeping city! 

Nice things sometimes happened, too. For example, the 
time Mrs. Miller, arriving by plane in Cleveland homeward- 
bound from a CPS Institute Meeting in St. Louis, Missouri, 
was driven home to Akron by a friend who had been on 
the same flight and who had an automobile waiting at the 
airport. This was real luxury compared with the U-Drive-It 
car she had intended to use. 

A glance, then, at the following schedule of Mrs. Miller's 
travels will convince you that the life of an NSA president, 
like that of a United States diplomat, requires a great deal 
of “getting around”: 


July 25, 1953 
Installed new chapter at Portsmouth, Ohio (weekend 
following convention in Seattle) 
September 
Labor Day weekend—Board meeting in Kansas City, Mo. 
September 16 
Spoke at regular monthly meeting of Forest City Chapter, 
Cleveland, Ohio 
September 17 
New York for various items of NSA and CPS business 
October 2 
Regional Meeting, Great Barrington, Mass. 
October 9 
Regional Meeting, Denver, Colorado 
October 16 
Regional Meeting, Columbus, Ohio 
October 19 
Boss Night, Codi Chapter, Canton, Ohio 
October 20 
Boss Night, Massillon Chapter, Massillon, Ohio 
October 23 
Secretarial Workshop, Wayne University, Detroit, Mich. 





Mrs. Lilyan Miller 
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October 27 
Speaker for Boss Night, Ashland, Ohio 
October 29 
Boss Night, Akron, Ohio 
October 30 
Regional Meeting, Kansas City, Mo. 
November 3 
Boss Night, Warren, Ohio 
November 4 
Boss Night, Cleveland, Ohio 
November 8 
Installation of Delaware Chapter, Delaware, Ohio 
November 10 
Boss Night, Lorain, Ohio (left the office at 3 o’clock— 
back to Akron around midnight—drove by myself) 
November 16 
Boss Night, Pittsburgh, Pa. ( got 6 a.m. plane to be back 
at the office at 8 o'clock next morning) 
December 8 
Christmas Party, Youngstown, Ohio 
December 15 
New York re NSW 
December 26 
CPS Institute Meeting, St. Louis, Mo. 
January 7, 1954 
New York re NSW 
January 28 
Board Meeting, Kansas City, Mo. 
February 16 
Birthday Party of Kent-Ravenna Chapter, Ravenna, Ohio 
February 19 
Southeastern District Meeting, Richmond, Va. 
February 24 
New York for CPS-NSA-Resort-Home Project 
March 17 
Spoke at High School on Career Day, Akron, Ohio 
March 24 
Speaker at Kiwanis Luncheon, Portsmouth, Ohio (left 
home at four in the morning—made round trip of 450 
miles—arrived home about 8 that evening) 
March 27 
New Jersey State Meeting, Paterson, New Jersey 
April 2 
State Meeting, York, Pa. 
April 7 
Speaker Middletown Chapter’s Boss Night, Middletown, 
Ohio (made round trip of about 450 miles—arrived 
home at 3 a.m.) 
April 23 
Banquet Speaker at Iowa State Meeting, Sioux City, Ia. 
April 27 
Speaker at regular monthly meeting of Massillon, Ohio 
Chapter 


(continued on page 4) 
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ARTFORD CHAPTER (Hartford, Conn.) members are 

already vacationing—Margaret Birk in Bermuda and 

Margaret Stephan in Nassau. Sounds like ideal environment 
for the stuff that vacation dreams are made of! 


At least three members of DUNELAND CHAPTER (Gary, 
Ind.) have traveled to “far-off” places: Pauline Smith and 
Marillyn Karsner to Florida; Virginia Atkinson to the 
Smoky Mountains; and Kay Sabo to the colorful land of 
Mexico. 


Helen Peters of the NEWARK CHAPTER (Newark, N. J.), 
presently with the Foreign Service in Vienna, writes that 
Vienna is a quiet, subdued metropolis languoring in an 
atmosphere of the days of Franz Josef. Helen loves her 
work and finds Vienna a city of interesting shops and 
places of historical interest. 


With such “nom de plumes” as “John Monthly,” “Doro- 
thy Killquart,” “Steve All-In,” “Arlene Fanny,” and “Ben- 
nett Surfboard,” members of the NIAGARA FALLS CHAPTER 
( Niagara Falls, N. Y.) performed a “take-off” on the popu- 
lar panel show “What's My Line” at the banquet festivities 
of the New York State Meeting on May 1 at Niagara Falls. 
Evidencing skill and talent not only in the “thespian art” 
but in the treatment of the script, chapter members hilari- 
ously entertained over 200 NSAers. We're told that chapters 
are already clamoring for their services in the performance 
of the skit for their members. Virginia Gallinger, as “John 
Monthly,” was ably assisted by Agnes Scheuler, Helen Fay, 
Ruth Anger, Gloria Walters, Julia Adams, Kay Hoyle, Elaine 
Martin, Sue Morgan, and Ruth Schmadabeck. 


Have you heard the song “Chain Lightning” over your 
radio or TV recently? One of the composers is Marie Rine- 
hart, a new member of SPOKANE CHAPTER (Spokane, 
Wash.). 


Beatrice Ford, SIOUX CHAPTER (Sioux City, Ia.) recently 
succeeded Mary Bern as President of Sioux City Wholesale 
Credit Women. 


Vera Norman, charter member and first president of 
S1oUX CHAPTER, was an honored guest at the annual 
Achievement Day tea of the Sioux City Business & Profes- 
sional Women’s Club in May. 


The board of directors of CAPITAL CHAPTER ( Washing- 
ton, D. C.) were entertained by their President, Eunice 
Graham, at a Sunday morning brunch party on May 2 in her 
suburban home. 


Margaret (Bali) Thebo of CAPITAL CHAPTER (Wash- 
ington, D. C.) became the bride of Cloud Randolph Mar- 
shall at the Church of the Nativity in Washington, D. C. 
on May 1. The Marshalls will make their home in New 
Rochelle, N. Y. Best wishes to them. 
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... TO THE EDITOR 


Dear Miss Hill: 

Will you please change my street address number from 
210 to 230. I avidly look forward to each issue of this 
wonderful magazine and would not want to miss receiving 
a copy. It is an outstanding contribution to the progress of 
our National Secretaries Association. 

Mrs. Faye Crawford 
Wilshire Chapter 
Los Angeles, California 





Dear Jerry: 

May I congratulate you on the splendid May issue. I 
must say that I liked the format and layout tremendously— 
it just exhuded progress and alertness. The new layout is 
terrific. 

Mrs. Genevieve Lenz 
Northeastern District Reporter 





Dear Gerardine: 

I think the content of THE SECRETARY is wonderful 
—you cover so much and in such an interesting and inform- 
ative manner. In fact, it gets better every year. 

Margaret Cochran 
Wings Chapter 
Dayton, Ohio 





Dear Jerry: 

I would like to take this opportunity to say how much I 
enjoy THE SECRETARY. I read it from cover to cover 
every month. After I have finished with it I give my copy 
to the University Library so that secretarial students may 
also benefit from the articles. 

Margaret Hourigan 
University of Detroit 
Member Detroit Transcript 
Chapter 





A MESSAGE FROM YOUR PRESIDENT 


(continued from page 2) 


April 28 

Washington, D. C. to sign proclamation for NSW 
April 30 

New York State Meeting, Niagara Falls 
May 7 


New England Conference, Waterbury, Conn. and visited 
Balfour Jewelry Co. at Attleboro, Mass. 
May 14 
State Meeting, Dayton, Ohio 
May 21 
Speaker at Secretarial Institute, Wichita, Kansas 
June 4 
CPS Review Session, Chicago, Ill. 
July 10 
Speaker at Secretarial Institute, Kent, Ohio 
July (?) 
Install new chapter at Weirton, W. Va. 


The Secretary 
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Welcome to New York... 
The National Secretaries 


Association Convention, 1954 


* All NSA activities will be centered on the third floor of the Waldorf 
Astoria Hotel. 


* All personnel on the main floor of the hotel will be alerted to direct 


members to the proper places; and notices will also be posted on 
bulletin boards. 


* Trips and Tours Committee and Information Committee stand ready 
to serve in any way possible. 


* Everything—including the Open House—will start on schedule. 


* The Hostess Committee plans to visit each girl in her room and 
leave a “surprise!” If you should be missed by not being “at home” 


when your hostesses call, please contact a member of the Hostess 
Committee. 
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Courtesy of 
Avco Manufacturing Corporation 


Executive Aircraft 


D° NOT be surprised if the next letter that crosses your 
desk bears the following dateline: “5,000 Feet Over 
Enid, Oklahoma, En Route to Chickasha.” 


More and more busy executives today are taking advan- 
tage of the time formerly lost in traveling by taking their 
offices—and dictation—on business trips with them. 


Their “Flying Offices’—more properly called executive 
aircraft—offer the advantages of swift, dependable trans- 
portation together with a flexibility and convenience not 
found in any other type of transport. 


The current boom in executive aircraft use, according to 
S. B. Withington, vice president of Avco Manufacturing 
Corporation and general manager of its Lycoming Division, 
points toward a 20 percent increase in the use of this type 
of plane in the next 5 years. 

Executive aircraft, until recently maintained by a relatively 
few large corporations, are finding such favor with medium 
and small size companies that the executive plane now has 
the largest expansion potential of the entire civilian avia- 
tion industry. 

Today more than 8,000 companies own and operate more 
than 10,000 planes and during the first half of 1953 these 
company aircraft flew some two million hours—as com- 








TIME SAVER—The busy executive, in his own or company 
plane, can spend his time in flight dictating important letters 
and reports, something he can’t do on a commercial airliner. 
Upon arriving at his destination the reports can be typed im- 
mediately, thus saving him several hours a day. 


S#x 


pared with 1,240,790 hours flying by the 1,060 planes 
operated by the scheduled domestic carriers. 

While business ownership of aircraft has been going on 
since the early '30’s, the executive plane—the ship fitted 
out with desks, dictating machines and other office para- 
phernalia—is a relatively new wrinkle. Formerly, corporate 
aircraft were in the main limited to organizations who 
needed a plane to conduct their business, such as oil com- 
panies, petroleum pipe lines, and agriculturists dusting 
crops. Today's trend in business flying is more toward com- 
panies utilizing planes for transportation alone. Operation 
of an aircraft they find runs to about the same amount of 
money as to operate an automobile. Estimates of approxi- 
mately 10c a mile for flying are being compared to the 
American Automobile Association report of 9.16c a mile 
for 10,000 miles of driving a car in the $2,000 price class. 
Both these estimates include depreciation and insurance 
costs. 

The convenience and flexibility of operating executive 
aircraft is another basic factor of their growing popularity 
—particularly in and out of cities that are off the beaten 
track of regular commercial transportation. For example, 
the 6,237 airports capable of handling the smaller executive 
aircraft offer an aviation network that virtually links all 
cities of any size in the country. A small percentage of these 
airports are used by scheduled airlines. In the State of 
Florida alone you are scarcely ever out of sight of an air- 
port while flying up the East Coast. Many airports cannot 
accommodate four-engine commercial planes or the larger 
two-engine planes but are ideal for the smaller executive 
aircraft. 

Mr. Withington points out that the trend in the future 
will undoubtedly be toward twin-engine executive planes. 
The advantages of the smaller types of executive planes 
have been amply demonstrated: less original cost; lower 
operating costs; less complicated to fly and maintain; 
smaller landing facilities required; lower operating costs 
which make possible owning two small planes rather than 
a single large one. 

With the trend toward two engines—either by original 
design or conversion—the executive aircraft becomes a 
more flexible plane. 

Once a company gets a plane, it wonders how it ever got 
along without one. And cost-wise the operation of an ex- 
ecutive plane is surprisingly inexpensive, companies are 
discovering. Interestingly, too, one or two executives using 
a smaller plane do not have that wasteful feeling they ex- 
perience using a large and expensive plane. 

The executive aircraft business is a big one. More than 
$200 million is invested in the fleets and ground facilities 
of this country’s 8,000 companies with planes, and an addi- 
tional $75 million a year is spent in keeping this fleet flying. 


The Secretary 








22,685,940 letters went to the Dead Letter Office and its branches during a recent 
fiscal year. 


511,687 parcels went to the Division of Dead Letters and Dead Parcel Post 
and its branches. 


286,238 of these parcels were wrongly addressed. 


225,449 of these parcels were found loose in the mails or with wrappers so 
badly damaged that the parcels could not be delivered to the addressees 
or returned to the senders, a fact demonstrating the failure of a large 
section of the public in wrapping and typing parcels properly for trans- 
mission in the mails. 


100,000 letters are mailed annually in perfectly blank envelopes, and 30 percent 
of these blank envelope letters contain valuable enclosures of money, 
checks, drafts, or other valuable papers. 


$105,000 in various forms was found in letters sent to the Dead Letter Office 
during one fiscal year. 


$51,500 of this amount was removed from letters and could not be restored to 
the rightful owners; it consisted also of currency found loose in the 
mails. 


$31,000 in postage stamps was removed from letters that could not be delivered 
to the addresses or returned to the senders; and in some instances 
blocks of stamps were found loose in the mails. 


$5,286,000 in checks, drafts and money orders never reached the intended owners 
during a recent year. 


98% of letters containing negotiable papers are fortunately restored to the 
rightful owners after the letters reach the Dead Letter Office. The 
negotiable papers themselves often contain clues to the addressees or to 
the senders. The number of such letters that the Department fails to 
deliver is, however, slightly over 2 percent. The possibilities of costly 
litigation arising out of such a loss are obvious. 


$87,350 was collected in postage for return of mail sent to the Division of Dead 
Letters and Dead Parcel Post. 


$1,740,000 was spent by the Post Office Department in a recent year to look up 
addresses on misdirected mail. 


200,000,000 letters were given this service in a recent year, and the cost to one city 
alone was $500 a day. 


Figures through the courtesy of the First Assistant Postmaster General 
Division of Dead Letters and Dead Parcel Post. 


The Secretary 
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A beautiful letter— 
yet one miserable 
error stands out like 
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A smart Secretary Oo 
neither swears (un- ~ 





der her breath) nor 
despairs. She reaches 
for her handy White 
Polished ERASERSTIK 

. . one, two, three, 
a quick flick . . . and 
the error is erased, 
leaving not a ghost. 
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It’s like having a 
third hand, this 
wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 
ener. 


Ask your Dealer 
for ERASERSTIK— 
and make sure the 
ERASERSTIK name is 
on it. Don’t let him. 
sell you something 
“just as good” be- 
cause there’s nothing 
just as good. 
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simplified for the busy secretary 





i vg PRORATION of overhead to departments receiving the 

benefit of the overhead expenditures is one of the most 
important tasks performed by cost accountants. Another one 
is the proration of production costs to products where simul- 
taneous operations produce more than one product. Prora- 
tion is distinguished from allocation by cost accountants, al- 
though the terms are often used synonymously in other 
business activities. 

Allocation is the distribution or charging to departments 
of expenses which can be associated directly and exclusively 
with specific departments. For example, fuel oil is used in 
an annealing department or spare parts requisitioned from 
the storeroom to repair a certain machine. 

Proration, on the other hand, is the proportional distribu- 
tion to departments of expenses incurred jointly by two or 
more departments. For example, real estate taxes are paid on 
behalf of all departments occupying land or buildings at the 
plant site. Such taxes are usually prorated on the basis of 
floor area occupied by the respective departments. Thus, if 
annual taxes amounted to $12,000 and the total occupied 
floor area were 100,000 square feet, we would say that the 
tax expense per square foot per year was 12c, which amounts 
to lc per month. Department “A” occupying 10,000 square 
feet would then be charged $100 per month. Sometimes the 
prorations are made on a percentage basis, but the results 
are the same as those obtained with the above unit basis. In 
the above example, department “A” occupies 10% of the 
space and, therefore, bears 10% of $12,000, or $1200 per 
year 

The most frequently used bases for prorating expenses 
are: floor area, cubic content, direct labor dollars, machine 


hours, cost, or other value of assets. Floor area as a proration 
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by WALTER R. STROTHMAN, C.P.A. 


basis has already been described in relation to real estate 
taxes. It is also frequently used to prorate building deprecia- 


tion, building insurance, and lighting expense. 


Cubic content is usually the basis for prorating space heat- 
ing costs. Direct labor dollars are the basis for prorating 
workmen’s compensation insurance, social security taxes, 
group insurance, and general factory expense. Machine 
hours are used as a basis for the proration of electric power, 
repairs, and maintenance. Insurance, depreciation, and taxes 
on machinery are prorated on the basis of cost or other 


(e.g. insurable) value of machinery. 


In actual practice, many combinations and variations of 
these proration bases are employed. For example, labor 
hours might be used in lieu of labor dollars. In some manu- 
facturing companies prorations (as distinguished from allo- 
cations) are made only to producing departments, and none 
to service departments. This procedure is followed on the 
theory that the total of service department expenses will 
eventually be prorated to producing departments anyway, 
and nothing is gained by “detouring” prorated charges 
through the service departments. The principal objection to 
this theory is that the total cost of operating service depart- 
ments is lost sight of and, therefore, incorrect decisions 
might be based on the incomplete cost. For example, if 
someone offered to sell low priced steam to a company 
operating its own steam plant, it would be desirable to have 
a complete record of the company’s actual cost experience 


before making the decision. 


Next month we will review briefly the proration of costs 
to specific products, where more than one product is made 


in a producing department. 


The Secretary 
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I AM AN AMERICAN, 
Listen to my words, Fascist, Communist. 
Listen well, for my country is a strong country, and my 
message is a strong message. 
I am an American, and I speak for democracy. 
My ancestors have left their blood on the green at Lexing- 
ton and the snow at Valley Forge 
. on the walls of Fort Sumter and the fields at Gettys- 
burg 
. on the waters of the River Marne and in the shadows 
of the Argonne Forest 
. on the beachheads of Salerno and Normandy and the 
sands of Okinawa 
. on the bare, bleak hills called Pork Chop and Old 
Baldy and Heartbreak Ridge. 
A million and more of my countrymen have died for 
freedom. 
My country is their eternal monument. 
They live on in the laughter of a small boy as he watches 
a Circus cClown’s antics 
. and in the sweet, delicious coldness of the first bite 
of peppermint ice cream on the Fourth of July 
. in the little tenseness of a baseball crowd as the umpire 
calls “Batter up!” 
. and in the high school band’s rendition of “Stars and 
Stripes Forever” in the Memorial Day parade 
. in the clear, sharp ring of a school bell on a fall 
morning 
. and in the triumph of a six-year-old as he reads aloud 
for the first time. 


, The Secretary 
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By ELIZABETH ELLEN EVANS 





They live on in the eyes of an Ohio farmer surveying his 
acres of corn and potatoes and pasture 
. and in the brilliant gold of hundreds of acres of wheat 
stretching across the flat miles of Kansas 
. in the milling of cattle in the stockyards of Chicago 
. the precision of an assembly line in an automobile 
factory in Detroit 
. and the perpetual red glow of the nocturnal skylines 
of Pittsburgh and Birmingham and Gary. 
They live on in the voice of a young Jewish boy saying the 
sacred words from the Torah: “Hear O Israel: the Lord our 
God, the Lord is One. Thou shalt love the Lord thy God 
with all thy heart and with all thy soul and with all thy 
might.” 
. and in the voice of a Catholic girl praying: “Hail, 
Mary, full of grace, the Lord is with thee .. .” 
. and in the voice of a Protestant boy singing: “A 
mighty Fortress is our God, A Bulwark never failing.” 
An American named Carl Sandberg wrote these words: 
“I know a Jew fishcrier down on Maxwell Street with 
a voice like a north wind blowing over corn stubble 
in January. 
He dangles herring before prospective customers evinc- 
ing a joy identical with that of Pavlova dancing. 
His face is that of a man terribly glad to be selling 
fish, terribly glad that God made fish, and customers 
to whom he may call his wares from a pushcart.” 
There is a voice in the soul of every human being that cries 
out to be free. America has answered that voice. 
(continued on next page) 
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Democracy 


(continued from pare 9) 


America has offered freedom and opportunity such as no 
land before her has ever known, to a Jew fishcrier down on 
Maxwell Street with the face of a man terribly glad to be 
selling fish. 


She has given him the right to own his pushcart, to sell his 
herring on Maxwell Street, 


. she has given him an education for his children, and 
a tremendous faith in the nation that has made these 
things his. 


Multiply that fishcrier by 160,000,000—160,000,000 me- 
chanics and farmers and housewives and coal miners and 
truck drivers and chemists and lawyers and plumbers and 
priests—all glad, terribly glad to be what they are, terribly 
glad to be free to work and eat and sleep and speak and 
love and pray and live as they desire, as they believe! 


And those 160,000,000 Americans—those 160,000,000 free 
Americans—have more roast beef and mashed potatoes, 
the yield of American labor and land; 
. more automobiles and telephones, 
. more safety razors and bathtubs, 
. more orlon sweaters and aureomycin, 
the fruits of American initiative and enterprise; 
. more public schools and life insurance policies, 
the symbols of American security and faith in the 
future; 
. more laughter and song— 
than any other people on earth! 


This is my answer, Fascist, Communist! 

Show me a country greater than our country, 

show me a people more energetic, creative, progressive— 
bigger-hearted and happier than our people, 

not until then will I consider your way of life. 


For I am an American, and I speak for democracy. 





Compliments of 
The Firestone Tire & Rubber Company, Akron, Ohio 
Copyright, 1954, U. S. Jr. Chamber of Commerce 
Radio-Electronics-Television Manufacturers Association 
Nat’l Assoc. Radio & TV Broadcasters, Washington, D. C. 
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Changes in Officer Directory 








ASHLAND, KENTUCKY 
Corr. Secy. & Treas. 
Lillian Carey 
Resigned 


INDIANAPOLIS, INDIANA 
President 

Dorothy Axsom 

3250 Loretta Drive 


MEDFORD, OREGON 

Recording Secretary 
Mrs. Helen Apple 
802 Newiown 


SAN JOSE, CALIF. 

Mail addressed to president re- 
turned unclaimed. Send to Vice 
President. 





Officers—New Chapters 


TUSCON, ARIZONA 
(San Xavier Chapter) 


President 
Mrs. Ruth Fay 
3957 East Desmond Lane 


Vice Presiden: 
Mrs. Eileen Walden 
4560 East Timrod 


Corresponding Secretary 
Margaret Andreason 
1639 East First Sereet 


Recording Secretary 
Marian Bagby 
1716 East First Street 


Treasurer ; 
Mrs. Dora Sownie 
5246 East Lee Street 


BLOOMINGTON, INDIANA 


President 
Mrs. Frances Noel 
714 West Kirkwood 


Vice President 
Mrs. Marian E. Hammerman 
2222 East Sth Street 


Corresponding Secretary 
Sara Jane Thompson 
c/o Harrell E. Young, Attorney 
117 West Kirkwood 


Recording Secretary 
Mrs. Mary Jane Wilson 
314 North Walnut 


Treasurer 
Arda Poole 
316 North Washington Street 


CLEVELAND, MISS. 


President 
Mrs. Claire B. Muller 
Bolivar County Health Dept. 
P.O. Box 550 


First Vice President 
Doris Crutcher | 
Shaw, Mississippi 


Second Vice President 
Mrs. Helen Yurkow 
1112 Lamar Street 


Third Vice President 
Mrs. Bess Pentecost 
700 South Court Street 


Corresponding Secretary 
Mrs. Geneva H. Moore 
316 Shumate 


Recording Secretary 
Shonnette Berger 
Memorial Drive 


Treasurer 
Donna Howry 
Cleveland State Bank 


DECATUR, ILLINOIS 


President 
Mrs. Mare Robinson 
263 South Park 


Vice President 
Ferne Simpson : 
c/o Marvel-Schebler Prod. Div. 


Corresponding Secretary 
Evelyn Personette 
117 North Monroe Street 


Recording Secretary 
Mrs. Frances Dial 
c/o Marvel-Schebler Prod. Div. 


Treasurer 
E. Jean Hobbs 
531 West Main Street 


DETROIT, MICHIGAN 
(River Park Chapter) 


President 
Mrs. Rosetta A. Braden 
27532 East River Road 
Grosse Ile, Mich. 


Vice President 
Mrs. Agnes E. Young 
542 Kings Highway 
Wyandoue, Michigan 


Corresponding Secretary 
Christ.ne J. McClain 
2913 Rosewood Street 
Trenton, Michigan 


Recording Secretary 
Mrs. Cornelia Costa 
30780 Bayview Drive 
Rockwood, Michigan 


Treasurer 
Mrs. Thelma Shull 
1836 Reo 
Lincoln Park 25, Michigan 


TEXAS CITY, TEXAS 
(Mainline Chapter) 


President 
Jay Gaston 
821 Holly 
La Marque, Texas 


Vice President 
Imelda M. Ludder 
1204 First Avenue North 


Corresponding Secretary 
Mrs. Velna M. Troxlar 
914—23rd Avenue North 


Recording Secretary 
Mrs. Edna Van Open 
Monsanto Chemical Co. 
P. O. Box 1311 


Treasurer 


Mrs. Irene R. Evans 
632—14th Avenue North 
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AUNTS 
a successful NSA. project 


ELL, just exactly what does a secretary do?” probably 
is one of the questions asked most often of NSA 
members in the SPOKANE CHAPTER when they assume the 
role of “Dutch Aunts” and interview high school students. 
As a member group in a city-wide organization of civic 
and professional organizations in Spokane, Washington, 
The NSA is doing its part in a program to work with boys 
and girls soon to graduate from the city’s high schools and 
launch upon their life’s work. Vocational guidance directors 
of the local high schools meet regularly with member groups 
of the Dutch Aunt and Uncle organization and “auction 
off” the folders of their students. If, for example, a boy has 
expressed an interest and tests have proved that he has an 
aptitude for civil engineering, someone in the group will 
accept the interview and arrange for the student to talk 
with a leader in that particular field. 

Girls who express an interest in secretarial work are in- 
terviewed by members of SPOKANE CHAPTER NSA. 
Through the interviews the students are given a better 
understanding of what secretarial work entails; how they 
can best prepare for it; what their responsibilities as secre- 
taries would be; and the many opportunities available to 
them through secretarial work. Special emphasis is placed 
on education and proper basic training. Real enthusiasm has 
been shown on the part of NSAers doing the interviewing. 
It’s a wonderful opportunity to be of help to students who, 
within the next few years, may be prospective members and 
high-caliber secretaries. 

In most instances the interviews range from fifteen min- 
utes to a half-hour and are scheduled for the students in the 
members’ offices at whatever time is convenient for the 
member, as this of course is extra-curricular and an NSA 
project. 

During the school year just ended ninety-eight inter- 
views were accepted and handled by the chapter members. 

High school teachers and advisors, through the Dutch 
Aunt program, are becoming more conscious of The NSA 
organization and its purpose to advance the standards of 
the secretarial profession. Yes, indeed, “Dutch Aunting” is 
a very successful NSA educational and civic project. 


BETTY ZACHOW 

Member Dutch Aunt Committee 
Spokane Chapter, NSA 

Spokane, Washington 
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WHY WASTE OFFICE TIME? 


KEE LOX “KOPY ALIGNER” combines 
HIGHEST QUALITY CARBON PAPER 


Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, 
with Less Fatigue 


You Cut 
Your 
Collating 


Costs 





YOU SAVE ON THE TIME 


Different Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All Copies 
Clean while every sheet has astonishing wear. You 
may obtain Free Samples by contacting any of our 
32 fully stocked Retail Branches in the U. S. A. We 
also make Carbons for every use and ribbons of 
every color for every machine known to the market. 


Kee Lox Duplicator Supplies are No. 1 on the 
market. 


Just phone our Branch in your city for Samples of 
above Kopy Aligner or write on your letterhead to: 


HOME OFFICE 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 





Above line for Export, write to Export Dept. above address, for 
information, free Samples, and Exclusive Territory. Most complete 
and Highest Quality Line in the Industry. Quality that holds Cus- 
tomers and insures Profit. We know because we sell it retail. 
You get the same product. 


EEE 
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DO’S AND DON’TS 
FOR PICTURE 
TAKERS 


DO hold your camera steady. This is 
vital to good pictures. 

DON’T jar your camera when you re- 
lease the shutter. Squeeze the shutter 
release gently for best results. 

DO include people in the foreground 
of your landscape pictures; they'll add 
depth and interest to the scene. 
DON’T let people in any scenic view 
look directly at the camera. It spoils the 
picture. 


DO focus the camera directly on your 
subject. 


DON’T forget to change the focus when 
you switch from nearby to distant sub- 
jects, or vice versa. 


DO keep your camera clean, dry, and 
cool. 


DON’T store your camera in the glove 
compartment of your car; glove com- 
partments get hot—much, much too hot! 


DO use a simple exposure guide. Pocket 
exposure guides that are easy to use and 
which cover all general picture taking 
situations can be purchased for only a 
quarter. 


DON’T use the same exposure for pic- 
tures taken in the shade and in the sun. 
Shady scenes require from two to four 
times. the exposure for subjects in the 
sun. 


DO try to make your pictures tell sto- 
ries. Snaps which tell a simple easily- 
understood story are always more ap- 
pealing than those that do not. 


DON’T pose everyone in a stiff formal 
line while they smile straight at the 
camera. Informal pictures of people at 
work or play are always more interest- 
ing. 

DO make close-ups of people. It isn’t 
always necessary to show the full fig- 
ure. Waist-up or even closer shots will 
often be equally if not more appealing. 


And, finally, DON’T fail to take lots of 
pictures. That’s the secret of success of 
even the finest photographers. The trick 
is to shoot everything you think will 
make a good picture, then to “edit” your 
collection on your return. If you'll do 
that—and edit your snapshots carefully 
—you'll soon find you’re getting many 
more good pictures than you ever have 
before, and you'll also discover you're 
getting much, much more fun from 
your picture taking, too. 
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Include people in your landscape 
photos to add a touch of life and 
extra interest. 


Don't 


eo you do... wherever you 
go... you'll get more fun from 
your vacation if you take snapshots. 
You'll keep the fun longer, too—because 
a few good snapshots, carefully taken 
and nicely kept, will bring back a flood 
of pleasant memories whenever you 
look at them. 


What should you picture? Everything 
about your vacation that interests you. 
Are you stopping for a night at an at- 
tractive motel? There's a picture. Do you 
gasp when, around a bend in the road, 
you suddenly come upon an inspiring 
mountain vista? There's a picture, too! 
Do you and your family like to end va- 
cation days with the close companion- 
ship of a campfire? Then there's a 
picture to be taken, also. 


Many people who take good vacation 
pictures, regularly do so with only the 
simplest of cameras—box cameras, in- 
expensive folding cameras. But one and 
all, their procedure is generally the same 
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Your pictures of people will be 
more interesting if you show them 
doing something. 


—they start taking pictures as soon as 
they leave home, and they keep it up 
until they get back. Then, to make the 
record complete, many families on their 
return home paste each day's snapshots 
on a different page in their album. That 
way they keep a perfect record of what 
they've seen and done. 

Other families prefer to do their vaca- 
tion picture taking with a movie camera. 
These families have found that 8mm 
movie making isn’t at all expensive. And 
it’s loads of fun to “shoot” and “to show.” 

Some of these families have developed 
a number of movie making procedures 
that help make their travel movies more 
interesting. One of these is to shoot fre- 
quent pictures of roadside signs showing 
directions and the location of historic 
sites, etc. These shots are immediately 
followed by scenes along the road or 
various views of the historic spot. In that 
way—without having to go to any spe- 
cial fuss or bother—such movie makers 
“title” their films as they roll along. 
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Use your camera to make a picture 
record of vacation moments that 
you'll want to remember always. 


forget your camera 


Actually, as any picture taking family 
will tell you, it’s easy to make good pic- 
tures on your vacation no matter where 
you go in this great country of ours. 
That's because in all sections at all times 
you'll find so many excellent subjects 
for your camera. There are snapshots to 
make and picture stories to tell every- 
where. 


A simple camera (preferably equip- 
ped for flash) , and some black-and-white 
or color film, and you're in business. 
Stock up on film, however, if you plan 
to do much picture taking. If you don’t, 
you may find it difficult to get just the 
type and size you wish while you're on 
the road. 


As far as general picture taking acces- 
sories are concerned, you'll find that a 
cloud filter will be helpful for general 
outdoor picture taking when there are 
clouds in the sky. Filters aren’t at all nec- 
essary, however, with color film unless 
you really want to get technical. 











be sure to meet 
oo 
at the convention 


Leok for her! She's the gal in the red 
hood in exhibit booths 404 and 405! 


She's anxious to meet you because... 
she wants to show you how you can make 
child's play out of preparing carbon 
copies. She'll show you how the remark- 
able Red Writing Hood carbon manifold- 
ing system helps you do a neater, faster 
typing job—saving you time, trouble and 
temper. 





You may be one of the lucky girls to 
take home an exclusive John Frederics hat 
creation, too! 

Think of it! Just by signing your name at 
Red Writing Hood's booth you may win 
one of the five John Frederics originals— 
designed especially for you—being given 
as door prizes ... or you might win one 
of the five handsome Elgin American 
Carryalls also being given away free! 

This is one exhibit you just have to visit. 
Don't miss it! 





Basilbon Room 
Booths 404 and 405 
NSA Convention, July 21-24 
Waldorf Astoria, New York 

















INTERCHEMICAL CORPORATION 
AULT & WIBORG CARBON & RIBBON DIVISION 
417 East Seventh Street, Cincinnati 1, Ohio 
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geen a great many of you will soon be lolling on the 
beach, in the mountains, at the dude ranch—or just 
lolling at home, we shall not begin another subject at this 
time. In fact, we considered skipping the column for July. 
Realizing, however, that your breath has been coming in 
abbreviated pantaloons just in anticipation of this month's 
words of wisdom, we decided to chop up the text so that 
you could absorb the thing in pieces. 

Accordingly, the column is devoted to simple legal terms 
of frequent usage. You can learn one word, take a swim, 
learn another word, take a swim, learn a third word— 
tiring, huh? 


Here goes: 


Lessor, lessee—The important letters are “or” and “ee.” 
Lessor is, of course, the landlord, the one who leases her 
property. The lessee is the tenant, the one to whom the 
property is leased. However, the “or” and the “ee” have 
many applications. Generally, the ending “or” designates 
the actor or doer while “ee” designates the recipient or 
the person toward whom the action is intended. For ex- 
ample, your husband or feller would (should) be the 
“lovor” and you are the “lovee.” Your boss is the “bossor” 
and you the “bossee.” You have also heard of assignor 
(accent on the first syllable and not on the second) and 
assignee. Then there are donor and donee, promisor and 
promisee, etc. 


Irrevocable—This word is given so that you'll pronounce 
it with the accent on “rev” and not on “voc.” 


Libel—Divorcees or “divorcors” know what this means. 
The word “libel” refers to the paper signed: stating the 
charges and asking for a divorce. The “askor” would be 
the libellant. The person who is supposed to answer the 
charge is called the respondent. (The word also refers 
to certain other papers in other matters, but you wouldn’t 
be interested. ) 


Libel, slander—The word “libel” also refers to written or 
printed, and published, materials calculated to injure an- 
other’s reputation. “Slander” is the same thing except it 
is oral or spoken. 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 








Indict—If a person is “indicted,” he is merely accused of 
a wrong, not convicted. 


Usury—Uh huh, you charged more than the legal rate of 
interest. That's usury! 


Escrow—Technically, this refers to a deed delivered to a 
third person, to be delivered to the grantee upon the 
happening of certain conditions, e.g., the payment of 
money. in modern usage the term is not limited to deeds. 


Homicide—Remember “icide” and you will add to your 
vocabulary. Killing a woman is actually “femicide,” a 
brother is “fratricide,” a mother is “matricide,” etc. Right 
now we're going on a week’s vacation to kill some time 
and catch some fish. Hence, we'll be guilty of “clockicide” 
and “picesicide, 


” 


also “wormicide.” 
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Of course, knowing a rich, handsome young 
lawyer is about as much as any secretary needs 
to know about law! At least to get a start, 

that is. Then she has to know about the law 

in order to handle the lawyer. 


Seriously, the articles ‘““Law for the Secretary” 
have been compiled into book form, revised, re- 
edited and indexed. You will find easy doses 

of the basic law on Contracts, 

Corporations, Wills, Partnerships, Real 

Estate and assorted and miscellaneous tid-bits. 


There are lots of illustrative cartoons, to use 
the term loosely. SECRETARY LAW will make 
a nice gift for anyone, especially you! 
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clip this coupon now! 







What should every good 


A. Young’ 
Handsome 


ATTORNEY-AT-LAW 


Secretary know about Law? 














Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


Please send me copies of SECRETARY 
LAW by Howard P. Reuter @ $2.75 per copy, 
postage prepaid. Payment enclosed in the amount 


of $ 


Name 


Address 
City a ae I i enistlnsitn 


(Add 3c per copy if you live in Pennsylvania, to cover 
Pennsylvania State Sales Tax.) 
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Miss Southeastern District... 


EMBERS OF MONUMENTAL CHAPTER, Baltimore, 
Maryland, are glowing with justifiable pride in their 
own Marie Lehnert, winner of the title, “Miss Southeastern 
District,” at the District Convention held in Richmond, 
Virginia. Chosen by the judges of the contest as an out- 
standing member of The National Secretaries Association, 
Mrs. Lehnert typifies the high qualities sought by executives. 
Choice of the winner was based on essays submitted by 
the contestants on the subject, “How The National Secre- 
taries Association Can Be An Asset to The Business World,” 
—on personality, business experience, educational back- 
ground, and general demeanor in presenting the essays at 
the convention. Three candidates for the title had been 
selected from entries submitted by chapter members 
throughout the district. 

Following the appearance of the three finalists during 
the contest period on February 20, Marguerite Dodds, south- 
eastern vice president, made the award, a Remington-Rand 
typewriter, to the successful contestant at the Old Dominion 
Luncheon. 

The second prize, a $25 United States Savings Bond, was 
won by Lois Mear, EXECUTIVE CHAPTER, Washington, 
D. C., and Edith L. Earmon, CAPITAL CHAPTER, Washing- 
ton, D. C., received a life-time fountain pen as third place 
winner. 

Judges for the contest were Mrs. John Garland Pollard, 
associate director of the Virginia Museum of Fine Arts; 
Mr. William G. Rennolds, director of personnel, Southern 
States Cooperative, Inc.; and Mr. John R. Baldwin, director 
of personnel, The Bank of Virginia. All from Richmond, 
Virginia. 

A graduate of Mt. Saint Agnes Junior College, “Miss 
Southeastern District” has taken special courses at Johns 
Hopkins University, McCoy College, and the University of 
Baltimore. 


WINNERS, “MISS DISTRICT” CONTEST 
Southeast District Convention 
Richmond, Virginia 

First: Mrs. Marie Lehnert, MONUMENTAL Cuar- > 
TER, Baltimore, Maryland (left). Second: Miss Lois 
Mear, EXECUTIVE CHAPTER, Washington, D. C. 
(center). Third: Miss Edith L. Earmon, CAPITAL 
CHAPTER, Washington, D. C. (right). 

First prize, Remington-Rand portable typewriter. 


CHAIRMAN AND JUDGES, 

“MISS DISTRICT” CONTEST 
Mrs. Margaret McCormick, OLD DOMINION CHAP- 
TER, Richmond, Virginia, chairman; Mr. John R. 
Baldwin, director of personnel, The Bank of Vir- 
ginia, Richmond, (center), Judge. Mr. William 
G. Rennolds, Jr., director of personnel, Southern 
States Cooperative, Inc., Judge. Mrs. John G. Pol- 
lard, associate director, Virginia Museum of Fine 
Arts, Richmond, also a judge, was not present 
when this picture (extréme right) was made. 


Sixteen 


a 





ER FIRST secretarial position was with Dr. F. L. Jen- 
nings, prominent surgeon and proctologist, for which 
she had been prepared by classes in Medical Secretarial 
Practice. After two years of this specialized field, she be- 
came secretary to three partners of the Penn Company in 
Baltimore where she had opportunity for more varied du- 
ties, including bookkeeping, customer contacts, and payrolls. 
In her present secretarial assignment with Mr. A. L. Ham- 
mond, president of C. R. Daniels Company, Inc., manufac- 
turers of canvas and canvas products, Marie has general 
supervision over the stenographic pool and filing and mail- 
ing procedures throughout the office. In addition, she is in 
charge of purchasing duck for the company and of keeping 
extensive records for all the mills and factories. 

Marie’s membership in The National Secretaries Associa- 
tion is obviously an important facet of her busy life which 
includes her husband and home, an interest in short story 
writing, music, the theatre, what she terms “dabbling in 
nature study,” and home movie making. The latter might 
better be called “travelogues” for the camera goes along to 
Canada, New York, Bermuda, Nassau, Denver, Cape Cod, 
or Florida when she vacations. Another travel companion 
is the notebook always packed in the suitcase, from whose 
pages come notes and ideas for short stories she submits to 
national magazines. 

Presently Marie is studying to take the CPS examinations 
this year and has tabbed “public speaking” as her major 
project for 1954. 

She assured the “Miss Southeastern District” contest chair- 
man that a tip from a very successful speaker led her to 
present her essay at the convention in stocking feet for 
added poise—evidently a helpful trick, for even the judges 
didn’t know until now! 
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How NSA Can be... 


meee An ASSET to the Business World 


by MARIE LEHNERT 


x Si a look at yourself in the mirror of your mind. Add 

up the years of your formal education, and add to that 
the years of your experience in the business world. Multiply 
that total by an X factor—representing the personal quali- 
ties of loyalty, tactfulness, insight, understanding, depend- 
ability—and you will have an estimate of your value to 
your own employer. Multiply yourself by thirteen thousand 
NSA secretaries—and that will give you some idea of how 
NSA can be an asset to the business world. 

But these secretaries who now belong to The National 
Secretaries Association were already in the business world 
before NSA came along. How, then, can NSA claim them 
as its contribution? 

Look at yourself again. Do you notice any improvement 
in yourself since you joined NSA? I do. Each of us has 
made some effort in the direction of self-improvement and 
professionalization that might not have been made had it 
not been for the incentive provided by the association with 
other secretaries with the same goals. 

NSA can be—and is—an asset to the business world by 
improving standards of secretaries everywhere. Chapter- 
sponsored courses are adding knowledge of techniques, eco- 
nomics, business law, accounting, and human relations to 
the education already possessed by secretaries. These courses, 
not confined to members, encourage the education of office 
personnel in their communities. Going a step further in its 
program, NSA encourages its chapters to award scholarships 
to young aspirants to the secretarial career. This is helping 
to build a firm foundation for our profession for the future, 
and it discredits the old belief that a secretary is one who 
takes shorthand and types. 

Dorothy DuBay, member of the Institute for Certifying 
Secretaries, always refers to CPS as “NSA’s contribution to 
the business world.” And perhaps this is the greatest asset 
that we can contribute, and that we are contributing. The 
development and use of the CPS examination gives man- 
agement a warranty, attesting to the capabilities of the 
holder. An interview with a prospective secretary usually 
reveals a little information about her education, experience, 
general attitudes, and appearance. At best, the interviewer 
must rely on his own judgment in selecting the best quali- 
fied person. Now, along comes the Certified Professional 
Secretary—with credentials in her hand. She is qualified not 
only in the opinion of the interviewer but also in the opin- 
ion of businessmen, educators, and other secretaries who 
have examined her and awarded her a certification. This 
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contribution of The National Secretaries Association to the 
business world is not confined solely to NSA members but 
to non-members as well. 

Now what about other benefits derived by the member, 
and how do these become assets to the business world as a 
whole? 

Ideas. That magic word “Ideas!” The NSA secretary picks 
up new ones all the time: at her chapter meetings, from the 
programs, and from other secretaries; from THE SECRE- 
TARY magazine; from state and national conventions. 
These ideas go with the secretary into her office where they 
result in savings in labor, time, and personnel. Who can 
estimate the value of IDEAS as a contribution to the busi- 
ness world? 

Among the intangible qualities that our secretaries de- 
velop through NSA is one that I like to call “the contempo- 
rary attitude.” Miss and Mrs. NSA are keeping up with the 
times. The secretary—alerted by the stimulating influence 
of membership—watches trends and business news. She has 
developed INTEREST. 

A teacher under whose loving direction I learned many 
difficult lessons in living, taught me about the big “I’— 
and it doesn’t mean Ego. If you have it, success is at your 
fingertips, even in your hand; if you don’t, you crawl along 
the edge of real living, unsatisfied and bored. It stands for 
INTEREST. Interest in current affairs makes the secretary 
quick to recognize new themes in business, as conditions 
change. The secretary with the contemporary attitude will 
accept changes in policy quietly and without confusion or 
resentment because she knows the factors influencing the 
world in which she works. Is this not a valuable asset to that 
world? 

Membership in NSA itself shows that the secretary has 
enough interest in her profession to follow it during her 
leisure hours. Here is where the social side of NSA mem- 
bership contributes. The interested secretary, discussing her 
career with others who “talk her language,” develops enthu- 
siasm—another magic word “enthusiasm’—the magnificent 
ingredient! She becomes a happy secretary, with a feeling 
of satisfaction about her career that will leaven the prob- 
lems that meet her day by day. She has poise and confidence. 
She has added to her personality. And what boss does not 
appreciate a smile and that extra helping of sparkle across 
his desk and around his daytime habitat! An Asset? Ask 


your boss. 
(continued on page 32) 
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By EUNICE GRAHAM 
Chairman, National Education Committee, NSA 


and IRENE PLACE 
Chairman, Educational Programs Committee, 
Institute for Certifying Secretaries 


What is Your Chapter’s Educational Grade? 


e-- CHAPTER sat recently for an examination on its 
1953 educational program. The “quiz” was in the form 
of a questionnaire, the principal questions of which were: 

1. Is your chapter interested in an educational program? 

2. Has your chapter sponsored: 

. A course with a school? 

. Group study program independent of a school? 

. Educational programs at chapter meetings? 

. Field trips or demonstrations? 

. Educational topics in chapter bulletin? 
Workshop(s) or institute(s) ? 

. Scholarship program? 

. Other educational activities? 

3. Have any members of your chapter spoken about sec- 
retarial work, NSA and/or CPS at business, service 
or educational programs? 

The answers helped us to develop an overall picture of 
educational activities at the chapter level. There were some 
blank spots in the picture. For instance, 123 out of (at that 
time) 285 chapters did not even respond to the question- 
naire. Of the 162 that did reply, 151 (or 53 percent of the 
total) said they were interested in an educational program 
and were or had been carrying on one or more of the activi- 
ties covered by the survey. This figure—151—is used as the 
base for calculating all the percentages referred to later. 

How intense is the interest in an educational program? 
(One chapter gave this rather rueful—but we fear realistic 
—answer to question 1: “One-third yes; two-thirds no.”) 
There are variations in different parts of the country as to 
the most popular type of educational activity, each section 
taking the lead in one or more categories, but the percentage 
range of interest in some sort of chapter educational pro- 
gram is quite narrow among the four districts of The Na- 
tional Secretaries Association. 
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This Is Hard Work 

The big items of the survey were study courses sponsored 
with schools or arrangements for self-sustained study groups. 
Some chapters, remote from universities and colleges or un- 
able to work out a program with their neighboring schools, 
have wisely launched out on their own and organized into 
small groups to study subjects of mutual interest. Twelve 
chapters reported studying “business theory for secretaries,” 
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or CPS refresher”; 15 studied accounting, 18 business law, 
21 economics—or some phase of those subjects. Nineteen 
studied English, including grammar and business communi- 
cations. Groups in 13 chapters studied some phase of human 
relations. Only five reported interest in brushing up on 
shorthand and typing. Poise, posture, and grooming were 
listed by one group each. Business machines, office practices, 
secretarial procedures, and office management drew the in- 
terest of 11 groups, parliamentary procedures three, and 
public speaking and filing two each. 

The informality of these study groups led to round-table 
discussions and to lectures by businessmen, members of the 
chapter, and others not ordinarily teachers. One chapter had 
such a series following a school course. In some instances, 
the leadership of group discussion rotated among the mem- 
bers. Very few replies mentioned anything resembling a 
quiz. One chapter wrote “original problems”; another said 
that members made up questions on the subject under dis- 
cussion. Some study sessions met weekly, some monthly, 
some twice a month. The number of sessions was not given 
in such a way to be reported accurately. 

More than half of the chapters reporting had been able 
to arrange with one or more schools to give courses for sec- 
retaries. Of the schools, 22 were colleges (although some 
of these were probably units of universities), 28 were uni- 
versities, 11 were business colleges, four were junior col- 
leges, and ten were high schools or vocational schools. 

Fifty-two courses were of an “omnibus” nature—secre- 
tarial refresher, business theory for secretaries, CPS review 
(or preparation )—and included for the most part business 
law, economic principles, secretarial accounting, and secre- 
tarial procedures. Business English and letter writing led 
the field of specialized courses; business law, human rela- 
tions, and public speaking each interested two chapters. 
Only one chapter reported a class devoted to shorthand. All 
of these subjects were, however, included in some one of 
the survey courses. 

Community schools offered the best financial arrange- 
ments—three schools charged nothing, others only a small 
fee to cover library, registration or the like. Thirty schools 
were able to offer their courses for less than $15 for each 
student; 31 courses cost between $15 and $25, and 12 cost 
up to $50. 
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SUMMARY OF 1953 EDUCATIONAL ACTIVITIES OF NSA CHAPTERS 
























































Total Northeast Northwest Southeast Southwest 
No. % No. % No. % No. % No. % 
TOTAL NSA CHAPTERS 
AT TIME OF SURVEY 285 125 39 56 65 
1. Chapters indicating interest in Edu- 
cational Program ee 53 68 54 21 54 28 50 34 52 
* Shine satin 7852 2854 8 38 14 50 18 53 
b. Group study 47 31 6 38 3 14 7 25 11 32 
c. Chapter meetings .... 114 75 54 79 16 76 22 79 22 65 
IE sessed cctacooiesaine 32 21 19 28 6 29 6 21 1 3 
e. Bulletin Es fe 101 67 50 74 18 86 17 61 16 47 
f. Workshop 15 10 5 7 2 7 8 24 
g. Scholarship 76 50 35 51 10 48 12 43 19 56 
h. Other 11 Hd 7 10 1 5 1 4 2 6 
3. Speeches 89 59 36 53 11 52 18 64 24 71 
NOTE: Numbers 1, 2a thru 2h, and 3 are keyed to questionnaire numbers (See page 18). Percentages shown in line 
1 are based on total number of chapters; all other percentage figures are based on number of chapters shown on line 1. 








Twenty-eight courses enrolled 19 or fewer; 29 had atten- 
dances between 20 and 39, and seven courses had atten- 
dances of over 40. Almost all chapters shared their pro- 
grams with non-members. 


Fifteen chapters reported workshops held during 1953. 
Many other chapters, however, have put on workshops 
since the turn of the year or had them scheduled for Na- 
tional Secretaries Week, so that number will probably be 
tripled or quintupled in 1954. Most of the workshops were 
planned in cooperation with a university; almost all of them 
were put on by one chapter alone. 


Workshops varied from full-scale all-day programs with 
star speakers to small groups working on special projects. 
The reported attendance ranged from 10 to 414. One chap- 
ter has conducted several half-day “Saturday Symposiums,” 
each on a particular phase of secretarial practice or prob- 
lems. Another chapter reported eight workshops within a 
year. 


This Was More Fun 


As might be expected, much educational work on the 
chapter level was somewhat informal and was carried on 
through chapter meetings and bulletins. Most chapters re- 
ported audience participation in their programs through 
question-and-answer periods following lectures. Some also 
sponsored quizzes, contests, spelling bees, vocabulary tests 
and the like. One chapter reported a program of table topics, 
during which members were asked to speak briefly on 
various subjects “laid on the table” and picked up by the 
“toastmaster.” 

We were interested that no one reported a topical demon- 
stration or skit, followed by discussion groups. This is a 
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very effective means of bringing everyone within the “inner 
circle.” It is a dynamic activity and will almost certainly 
stimulate lively group participation. 

The field trips (32 chapters reported taking them) were 
to office equipment companies, radio and TV stations, 
utility companies and factories, cultural and civic offices, 
and other offices (abstract company, brokerage house) 
whose activities are often the subject matter of a secretary’s 
work. 

Other educational activities included a library of secre- 
tarial books (three chapters have such a program), co- 
sponsorship of a regional shorthand contest, arranging for 
a series of book reviews, and the organizing of field trips 
for high school students to business offices, trips which 
included interviews with the managers. 

Members of NSA have made the Association known to 
many professional, civic and service organizations (NOMA, 
Rotary, Kiwanis, business clubs) either through speeches at 
their meetings or through participation with them in their 
programs. In addition, a large number of chapters send 
speakers to high schools for their career days or to business 
schools, secretarial classes at colleges, and other secretarial 
groups. Many chapters have sent members to appear on 
radio and TV shows. 


How Did You Make Out? 

This, then, is the result of the first educational activities 
examination. We hope you think it was a fair one. If your 
chapter did not make a good showing, don’t be discouraged 
—this wasn’t a final examination. Every chapter has a 
chance to make a better grade in 1954—and carry to more 
secretaries the educational opportunities offered by The 
National Secretaries Association. 
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SCISSORS SHARPENER (227) 

A new scissors sharpener that sharpens 
scissor blades in less than one minute is 
announced by F & B Products Company. 
Featuring a floating, self-adjusting carbo- 
rundum hone that automatically conforms 
to the correct cutting edge and blade bevel 
of any make or style scissors, the sharp- 
ener is sturdily made of colorful plastic 
with attached rubber tip base to prevent 
slipping. To use: place scissor tips on the 
floating hone, squeeze gently, push for- 
ward and repeat. 
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COPY HOLDER BOX (228) 
Manifold Supplies Company has developed 
a carbon paper box that serves as more 
than a mere container. When the box is 
opened, a hinged “copy holder” folds out 
from under the lid and locks rigidly into 
upright position. Device keeps copy mate- 
rial at the proper angle and height, helps 
prevent eye-fatigue, and increases typing 
efficiency. After use, the holder folds neat- 
ly back into the box lid, eliminating extra 
desk clutter. 





WIRE-LESS INTERCOM (230) 
Introduced by Vocaline Company of Amer- 
ica, Inc. is the Vocatron Automatic, a two- 
station system which eliminates the need 
for any installation since each unit just 
plugs into an electrical outlet to talk back 
and forth over existing lighting circuits 
served by the same transformer. No switch- 
ing at the Remote station is required since 
the Master unit controls both sides of the 
conversation —the Remote user actually 
need not touch or approach his unit to talk 
or listen to the Master. Either station can 
initiate calls. 





COLORED PENCILS (229) 
The Eberhard Faber Pencil Company has 
placed on the market its new COLORAMA 
pencil—an entirely new and different line 
of colored pencils with 50 vivid colors and 
a variety of unique assortment boxes. Pos- 
sessing a sturdier, longer-wearing lead with 
absolutely uniform, brilliant color, smooth- 
er coverage, and a minimum of waxiness, 
the new pencils were developed for the 
specialized work of artists, engineers, 
draftsmen, businessmen, and members of 
the art and industrial markets. 





FORM LINE SELECTOR (231) 
Added to the electric typewriter line of 
International Business Machines Corpora- 
tion recently was the IBM Form Line Se- 
lector to speed the typing of continuous 
forms. Mounted on the right end of the 
carriage, the device is easily operated and 
makes possible rapid advancement of forms 
from one typewritten line to the next de- 
sired line—or from one continuous form 
to a succeeding one. Time-consuming line- 
by-line advancing is eliminated since the 
line selector is pre-set to stop at the cor- 
rect writing lines. 
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Four-Piece Evening Ensemble 


Designed as a versatile outfit which 
will pack well for traveling, Mrs. Rich- 
ard’s creation answers the needs of a work- 
ing girl with limited budget for an even- 
ing dress that may be worn for informal 
or formal occasions. 

In white lace and crease-resistant black 
nylon, this lovely ensemble requires the 
following yardage: (Size 14) 


White tunic and bolero— 
33% yds. 36” lace 

Black basic top dress and stole— 
6% yds. 44” nylon sheer 

Black underbodice and skirt-— 
4Yy yds. 44” self-figured nylon 


The black nylon sheer and underdress 
are sewn together in the seaming and 
treated as one dress, eliminating the neces- 
sity of a slip. A stiff half-petticoat may be 
worn to make the skirt stand out. 
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The winner of THE SECRETARY fashion contest for the 
month of July is Eleanor H. Richards of Presidential Chapter 
(Washington, D. C.). Congratulations to you, Mrs. Richards! 
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a page devoted to office 
problems and suggestions 


Typical Problem No. 1 

I work in an office where two girls serve as secretary to 
the general manager. My interpretation of my position has 
always been that I am there to serve my employer in every 
way possible. However, the other secretary feels that she is 
required only to take his dictation and transcribe letters. 
She does not help with any duplication work, will not 
answer the telephone if she is busy transcribing, and flatly 
states that the doing of many chores are not her job. Is she 
right about this? In other words, how far do a secretary's 
duties really extend? 


Typical Problem No. 2 

I have recently been assigned to work for two individuals 
of about equal rank in our department. Each is very jealous 
of my time and thinks that his work is more important than 
the other's. Each expects me to do his work ahead of the 
other man’s work. They do not argue with each other about 
this, but each complains to me about the other one. I have 
spoken to the office manager about the situation, but as 
both of these men outrank him in the company he is hesi- 
tant about telling them. The situation keeps me tense and 
upset all the time. Is there anything I can do about it short 
of quitting my job? 


Typical Problem No. 3 

I am employed by a firm which is comparatively new on 
the business scene. It is very progressive in many ways: 
modern office equipment, 5-day week, sufficiently good 
working conditions. But in spite of the fact that the majority 
of the executives are relatively young men, my company is 
still in the dark ages in its attitude toward the female em- 
ployees! For example, although for several years I have 
been performing the functions of an executive secretary, I 
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am, nevertheless, classified and referred to as a “steno- 
grapher.” What matters the title, of course, as long as the 
money is satisfactory! And I don’t mean to sound snobbish. 
But I cannot help being irked by my company’s attitude, 
especially in light of the wonderful strides The NSA has 
made in gaining national recognition throughout the busi- 
ness world as a whole. It’s unlikely that anything could alter 
my firm’s attitude but, perhaps, I'd feel better if I heard 
about others of you who may be living with similar frustra- 
tions. 

The above problems are very real to the individuals 
involved. Why not take typewriter or pen in hand and 
write your solutions, opinions, and suggestions to your 
editor, Jerry Hill. And don’t forget to write your solu- 
tion to the problem presented in the June issue of THE 
SECRETARY. 





Questions and Answers 


Q—Should the subject line in a letter be placed above or 
below the salutation? 

A—Because we think of the subject line as being part of 
the letter, it should follow the salutation. It may be 
centered on the same line, right after it, or written 
directly below. In some letters an attention line is used 
instead of a subject line. Most people prefer an atten- 
tion line above the salutation, although some firms 
like to center it on the same line with the salutation. 
It is really a matter of choice. 

Q—A secretary is seriously thinking about accepting a 
promotion that was recently offered her until she heard 
what a difficult person to work for the new man is. 
Under the circumstances, do you think she might be 
wise in turning down the promotion? 

A—That would be most unwise. It is really being a “sheep” 
to adopt another person’s feelings and opinions about 
people without finding out for yourself. If this is the 
job this young lady really wants, she should accept it, 
with an open mind: If she tries her very best to ad- 
just herself to the person with whom she'll be working, 
chances are all will go well. 

Q—Quite frequently, when I present a letter for signature, 
my dictator will tell me that he did not say a particular 
word or words. After checking my notes, I’ve often dis- 
covered that the letter was transcribed exactly as the 
dictator has given it to me. In a situation such as this, 
would you advise that I not say anything and accept the 
blame, or should I call the error to the dictator's atten- 
tion?” 

A—Never say, “but that’s what you said,” or “that’s what 
I have in my notes.” And there’s just a chance, too, that 
you may have misunderstood what was said! 
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You are pleasant even under strain 


More executives hire secretaries for pleasant dispositions 
than for good looks. As one of them put it: “I need a secre- 
tary with an even disposition . . . one who can stay cheerful 








even when I get grouchy, work piles up, and everything 
else goes wrong.” 











You never sulk in your tent! 


In the office you have just one mood .. . fair and sunny 
... you wear it no matter how you feel. You have a sense 
of humor that shrugs off minor irritations. You cultivate 
a pleasant manner and a friendly smile which you use for 
everyone, regardless of rank. And very early in your career /_ 
you learn the advantages of tact. 


ly 


( 


Excerpt from Remington Rand’s “How to Be a Super-Secretary.” 
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NEWS... 


Mrs. GENEVIEVE LENZ 


224 Fourth Street 
Niagara Falls, New York 


NORTHEASTERN DISTRICT 


The States of CONNECTICUT, MASsSA- 
CHUSETTS, and RHODE ISLAND joined 
forces for their annual New England 
Conference May 7, 8, and 9 at WATER- 
BURY, CONN. Following a tour of the 
city on Saturday morning, the three 
states held their individual meetings for 
the conducting of state business and 
election of state officers. A combined 
business session opened on Saturday 
afternoon, conducted by Dorothy Espe- 
lin, conference chairman. A “Dutch 
Auction” was held, under the auspices 
of the three state presidents, with pro- 
ceeds being divided equally among the 
states. At the close of the banquet festiv- 
ities on Saturday evening, all members 
adjourned to the local Loews Poli Thea- 
ter for a private preview of “Executive 
Suite.” The conference was brought to 
a close on Sunday with talks by Lilyan 
Miller and Cassandra D. Waterman. 





Highlights of the Boss Night Dinner 
of the HARTFORD CHAPTER (Hartford, 
Conn.) were the presentation of three 
CPS certificates, a brief talk by Mrs. 
Edward Allen, wife of Connecticut's 
Lieutenant Governor, and a take-off of 
the TV panel show, “What's My Line,” 
where bosses struggled to guess what 
their secretaries longed to be. 


* * * 


Ruth Clemence was selected by LAKE 
SHORE CHAPTER (Chicago, Ill.) as Sec- 
retary of the Week during NSW. Ruth 
is a secretary at Bell & Zoller Coal Com- 
pany, a recipient of the CPS Certificate, 
and was honored during the week at all 
chapter activities. 
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photographs reads from left to right. 


Over 100 secretaries heard a talk on 
CPS by Sigrid Hannula of SHORELAND 
CHAPTER (Waukegan, Ill.) at the an- 
nual meeting of the Illinois School Sec- 
retaries Association in April. 

* * * 

The CROSSROADS OF AMERICA CHAP- 
TER (Indianapolis, Ind.) has added 
another “gem” to the ever-growing roster 
of NSA with the installation of the 
BLOOMINGTON CHAPTER (Blooming- 
ton, Ind.) on March 7 at Indiana Uni- 
versity. 

* * * 

A report on the Indiana State Meet- 
ing was presented to members of the 
DUNELAND CHAPTER (Gary, Ind.) by 
Mrs. Lottie Maris at the May meeting. 
At this time, Lawrence T. Studness was 
made an honorary member in recogni- 
tion of his past service to the chapter. 

* * * 

Mrs. Madeline Strony of the Gregg 
Publishing Division, McGraw Hill, con- 
ducted a workshop for the HEART OF 
THE NATION CHAPTER (Terre Haute, 
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Ind.) at Indiana State Teachers College 
in the nature of an informal lecture in 
April, discussing the many problems 
that beset the modern secretary. 

* * * 

Phama Martin, retiring INDIANA state 
president, presented the gavel of office to 
her successor, Jean Noreen, of Lafayette, 
at the Indiana State Meeting in Indian- 
apolis April 24. 

* * * 

Ten secretaries were admitted to 
membership in the HURON VALLEY 
CHAPTER (Ann Arbor, Mich.) at the 
April meeting by Margaret Treanor, 
Michigan state president, assisted by 
Agnes Carlson, Michigan state mem- 
bership committee chairman. 

* * * 


International affairs held the spot- 
light for recent meetings of the NEW- 
ARK CHAPTER (Newark, N. J.) when 
the chapter was addressed by Dr. H. A. 
Frediana of Merck & Company, Rahway, 
N. J., a Fullbright student, who spoke on 
his year in Rome; and Anne Winslow, 


Installation of the BLOOMINGTON CHAPTER (Bloomington, Ind.). Ruth Thorsen, presi- 


dent, CROSSROADS OF AMERICA CHAPTER (Indianapolis, Ind.), Installing Chapter; Mary 
Ellen Pixley, chairman New Chapters Committee; and officers of Bloomington Chapter: 
Mrs. Frances Noel, president; Mrs. Jane Wilson, recording secretary; Marian Hammer- 
man, vice president; Arda Poole, treasurer; Jane Thompson, corresponding secretary. 
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editor-in-chief of Carnegie Endowment 
for International Peace, who gave a 
splendid talk on “Peace and the U. N.” 
The chapter is proud of retiring presi- 
dent, Susanne W. Martin, who was elect- 
ed New Jersey state treasurer. 

* * * 

Proceeds of the fourth annual card 
party and fashion show of the PATER- 
SON CHAPTER (Paterson, N. J.) were 
generously donated to the Passaic County 
Elks Cerebral Palsy Fund and Welfare 
Fund. The chapter's first annual Church- 
Going Sunday was held May 23. Prin- 
cipal speaker was Mr. John Quincy 
Adams of Montclair, N. J., whose topic 
was “Religion in Your Job.” 

* * * 

The TRENTON CHAPTER (Trenton, 
N. J.) was one of three outstanding 
women’s organizations in their area to 
receive citations from the U. S. Treasury 
for patriotic services to their community 
and nation for selling U. S. Savings 
Bonds. The awards were made at the 
May meeting of the chapter. 

* * * 

The second annual Boss Night of the 
BINGHAMTON CHAPTER (Binghamton- 
Johnson City-Endicott, N. Y.) was held 
April 26. Arthur J. Ruland, officiating 
as toastmaster, introduced Cassandra D. 
Waterman, NEVP, who spoke on “For- 
mula for Success.” 

* * * 

Members of the LOCKPORT CHAPTER 
(Lockport, N. Y.) have again donated 
their skills and services to the commu- 
nity by handling the camp fund drive 
for the girls at Wyndham Lawn Home. 
Members took care of all the mailings 
and collections and solicited money from 
other local women’s organizations to 
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Anna Button, corresponding secretary, 
CoppER CiTy CHAPTER (Rome, N. Y.), 
viewing scrapbook with several of the 20 
bosses’ wives who were guests at the “kick- 
off” luncheon celebrating the opening of 
National Secretaries Week. 


The Secretary 


finance the sending of these girls to 
camp this summer for two weeks. 
* * * 


A Saturday Symposium on The NSA 
theme “Better Learning-Better Letters- 
Better Living” was sponsored, organized, 
and conducted by the LONG ISLAND 
CHAPTER (Garden City, N. Y.) at Hof- 
stra College, Hempstead, N. Y., on May 
22. In addition to luncheon and business 
show, speakers included Laura B. Saeger, 
Ph.D., assistant professor of Industrial 
Administration, University of Connecti- 
cut; Helen R. McNabb, correspondence 
counselor, Lever Brothers Company; and 
Joseph G. Brennan, Ph.D., associate pro- 
fessor of Philosophy, Barnard College. 
Highlight of the program was the award- 
ing of two scholarships to secretarial 
students attending Hofstra and Adelphi 
Colleges. 

* * * 

To the members of the NIAGARA 
FALLS CHAPTER (Niagara Falls, N. Y.) 
goes the distinction of being the first 
chapter to install a Canadian Chapter 
of The NSA. On Secretaries Day, May 
26, NSA became international in scope 
with the initiation of members and pres- 
entation of Charter to the NIAGARA 
FALLS, ONTARIO CHAPTER (Niagara 
Falls, Ontario, Can.). Evelyn Dick was 
installed as the chapter's first president. 
Cassandra D. Waterman, NEVP, made 
the official presentation of the charter 
for this history-making event. Officers 
were installed by Edith Winger, Niagara 
Falls, N. Y., chapter president, assisted 
by Fay Griffith, who was instrumental 
in the formation of this first Canadian 
Chapter of The NSA. 


* * * 


A most interesting talk and exhibition 
of color slides on “Flower Arrangements” 
by G. Watkins of the Rochester Home 
Bureau were features of the May meet- 
ing of the FLOWER CITY CHAPTER 
(Rochester, N. Y.). Highlighting the 
meeting was the rendition of a record- 
ing by Lilyan Miller, national president. 


* * * 


Members of the COPPER CITY CHAP- 
TER (Rome, N. Y.) entertained their 
bosses’ wives at the “kick-off” luncheon 
celebrating the opening of NSW. Ma- 
belle Burke, Ilion, N. Y., addressed the 
group on “Life in Germany,” where she 
spent six weeks as a Community Ambas- 
sador. 

. * * 


The annual Scholarship Luncheon of 
the SYRACUSE CHAPTER (Syracuse, 
























Cassandra D. Waterman, NEVP, present- 
ing the charter to the first Canadian Chap- 
ter of NSA, the NIAGARA FALLS, ONTARIO, 
CHAPTER (Niagara Falls, Ontario, Can.). 
Shown are Florence Fisher, secretary; Eliz- 
abeth Atkin, vice president; and Evelyn 
Dick, president; together with Mrs. Edith 
Winger, president, NIAGARA FALLS, N. Y. 
CHAPTER; Fay E. Griffith, chairman New 
Chapters Committee; and Lois Smith. 


N. Y.) was held at the Bellevue Country 
Club on May 22, with the award going 
to Marilyn Young of St. Patrick’s paro- 
chial school. Mrs. Melanie Kreuzer, 
president of the Syracuse Common Coun- 
cil, was guest speaker. 


* * * 


Alyce Lahr, CoDI CHAPTER (Canton, 
Ohio) was elected state treasurer at the 
Ohio State Meeting. Nine proud Codites 
were on hand to help Alyce accept this 
honor. 

* * * 


MOUNDBUILDERS CHAPTER ( Newark, 
Ohio) will award their second annual 
scholarship to an outstanding girl gradu- 
ate of Newark senior high school, to 
further her secretarial training. 


* * * 


Edward Norton, assistant to the 
Works Manager of Armco Steel Cor- 
poration, was named Boss of the Year 
at the fifth annual Employers Night 
Banquet of TWELFTH KEYSTONE CHAP- 
TER (Butler, Pa.). 


* * * 


The “Big Top” theme was effectively 
carried out in table decorations and 
favors by the HARRISBURG CHAPTER 
(Harrisburg, Pa.) at its Fourth An- 
nual Boss Night Dinner. Among the 
prominent employers present were Gov- 
ernor John Fine, Harrisburg Mayor 
Claude R. Robins, and Honorable David 
R. Perry, guest speaker. 
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NORTHEASTERN DISTRICT 


The PHILADELPHIA CHAPTER (Phila- 
delphia, Pa.) wound up its May activities 
with its annual card party. 


* * * 


Highlighting the observance of NSW, 
PITTSBURGH CHAPTER ( Pittsburgh, Pa.) 
held its annual Executives Wives’ 
luncheon in the Duquesne Club on May 
22, with 143 members and guests attend- 
ing. Judge Gustav L. Schramm, of Al- 
legheny County Juvenile Court, spoke 
on “Conservation of Youth.” The award- 
ing of the chapter’s two scholarships to 
the Robert Morris Business School pro- 
vided a fitting climax to the program. 


* * * 


Mr. C. A. Nelson, supervisor, School 
of Business, Pennsylvania State Univer- 
sity, addressed the May meeting of the 
WILKES-BARRE CHAPTER (Wilkes- 
Barre, Pa.) on the CPS program. Mr. 
Nelson expressed the desire of the school 
to cooperate in every way possible in 
preparing for the CPS examination. 


* * * 


A tour of the new plant of the Cater- 
pillar Tractor Company in York, Pa., 
highlighted the May meeting of the 
WHITE ROSE CHAPTER (York, Pa.). 














Pictured receiving citations for selling 
U. S. Savings Bonds are: Gertrude Hard, 
president of TRENTON CHAPTER (Trenton, 
N. J.); Mrs. Mary G. Roebling, chairman 
of Women’s Committee, Mercer County 
U. S. Savings Bond program, who made 
presentation; and Mazie Williams, vice 
president, in charge of community service. 
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A business meeting followed a dinner 
in the plant cafeteria, at which Doris 
Snellinger, immediate past Pennsylvania 
state secretary, was named as Secretary 
of the Year. 

* . * 


Florence Litzenburger, PENNSYLVA- 
NIA state president, reports that the 
Fifth Annual Secretarial Workshop spon- 
sored by Pennsylvania State University 
at Ogontz Center, Pa., June 10 through 
June 12, was a huge success. Topics 
covered included “How the Level of 
Business Activity Affects You and Your 
Job”; “Personality and Adjustment on 
the Job”; and “How to Manage Your 
Money and Job.” 


As a result of a Membership Tea at 
the Sheraton-Biltmore Hotel inaugurat- 
ing NSW, several new members were 
added to the roster of the PROVIDENCE 
CHAPTER (Providence, R. I.). On Na- 
tional Secretaries Day the chapter's an- 
nual scholarship was presented to 
Carolyn Angell, a junior at the Univer- 
sity of Rhode Island, majoring in secre- 
tarial sciences. 


HELEN PARILEK 
2235 St. Mary’s Avenue 
Cox Ave. Apts. #317 
Omaha, Nebraska 


NORTHWESTERN DISTRICT 


Bosses of the members of MINN- 
ARROW CHAPTER (Duluth, Minn.) were 
entertained at a Smorgasbord in the 
Covenant Club. Serving as M.C. was 
James Enochs who introduced a program 
including Mrs. Chester Trano and her 
“Gay 90s” revue, two Barber Shop Quar- 
tets, the Skyliners, and the Barbertones, 
and Herbert Taylor, television person- 


ality. 





* * * 


A noon luncheon meeting was held by 
CASCADE CHAPTER (Salem, Ore.) at the 
newly completed YWCA building. Guest 


speaker David Duniway, Oregon state 
archivist, talked about early Oregon his- 
tory. Their spring rummage sale proved 
to be such a financial success that another 
will be held early in the fall. 


* * * 


PIKES PEAK CHAPTER (Colorado 
Springs, Colo.) honored outstanding 
graduating commercial students from 
three high schools at a reception on Na- 
tional Secretaries Day. A copy of Lois 
Hutchinson’s “Standard Handbook for 
Secretaries” and a brochure made up by 
the Education Committee of the chapter 
were presented to each student. NSW 
program also included a radio interview 
with President Mary E. Suvanto and a 
TV skit in which Eileen Philpot and her 
boss took part. 


* * * 


“The Cog in the Wheel” was the 
theme of the address given by Margaret 
Hesemann, NWVP, at the first annual 
meeting of the Nebraska State Organiza- 
tion held in the Yancey Hotel in Grand 
Island, May 22, hostessed by GINSA 
CHAPTER. An excellent panel discussion 
“Presenting Our NSA” was given by 
CORNHUSKER CHAPTER (Lincoln, Neb.) 
at the afternoon business session. 


* * * 


At its regular luncheon meeting on 
April 20, Rotary Club President Harold 
C. Nicholls introduced Mary Lambert, 
corresponding secretary of ST. PAUL 
CHAPTER (St. Paul, Minn.) to approxi- 
mately 300 members. Mary spoke on 
CPS, its sponsorship by NSA, purpose, 
educational phases and acceptance by 
educational leaders throughout the coun- 
try; its importance to secretaries and to 
the business world. Mary’s talk was en- 
thusiastically received and many execu- 
tives asked for CPS pamphlets and 
brochures to present to their secretaries. 
On May 13, Mary gave a similar talk 
before the members of the Kiwanis Club. 


* * * 


Thirty-eight bosses were entertained 
by OREGON TRAIL CHAPTER ( Portland, 
Ore.) at the annual Boss Night Dinner, 
the theme being “From Blizzards to 
Breezes” (Alaska - Hawaii). Entertain- 
ment featured songs, dances, and music 
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Seattle’s Mayor Allan Pomeroy had just 
signed the Proclamation of Secretaries’ 
Week which he is handing President Mrs. 
Edith Moliter and Shirley Little of SAcA- 
JAWEA CHAPTER. 


characteristic of the two territories. B. C. 
Bowie, state manager of J. Henry Helser 
& Company, Boss of the Year, was pre- 
sented with a beautiful trophy. He and 
his secretary, Grace $. Holcomb, were 
given leis from Hawaii. 


* * * 


In observance of National Secretaries 
Week, PIONEER CHAPTER (Fremont, 
Neb.) issued a special “Bosses Edition” 
of the chapter’s monthly bulletin, The 
Trail Blazer, which included thumbnail 
tributes to each boss. Election of officers 
featured the May meeting. 


* * * 


SPOKANE CHAPTER (Spokane, Wash. ) 
started off their activities for NSW with 
a banquet for employers. A “Theme of 
the Open Roads” featured community 
singing led by Peg Heller and her Sec- 
retetts preceding the dinner. Cleverly 
worded traffic signs, road markers, and 
violation tickets gave the theme a real- 
istic effect. Nave G. Lein acted as M.C. 
Virgil Warren was banquet speaker. 


* * * 


TAIL CORN CHAPTER (Council Bluffs, 
Ia.) was one of eight women’s clubs 
sponsoring the annual Senior Girls’ Tea 
held May 23. One of the special events 
of NSW was a “Coffee Hour” at which 
Mrs. Doris Anderson was honored as 
chapter Secretary of the Year and her 
employer R. R. Moser, senior vice presi- 
dent of Carpenter Paper Company, as 
Employer of the Year. Four “Future Miss 
Secretary” honorees, one chosen from 
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B. C. Bowie, state manager of J. Henry 
Helser & Company, is presented with Boss 
of the Year trophy at OREGON TRAIL 
CHAPTER (Portland, Ore.) Boss Night 
Dinner. Presenting the trophy is Chapter 
President Mrs. Dorothy Anderson, while 
his delighted secretary, Grace Holcomb, 
looks on. 


each of the local high schools were pre- 
sented with a Certificate of Award and 
a gift. 

* * * 

SACAJAWEA CHAPTER and Seattle 
University coordinated their efforts and 
on Saturday, May 22, held an all-day 
Institute for Secretaries at the University. 
This was Sacajawea’s first Institute and 
it was a huge success. Attending were 
330 secretaries from Seattle and the sur- 
rounding area. The program began with 
Dr. Robert I. LaDow, sales manager of 
Gregg Publishing Division of McGraw- 
Hill of San Francisco, talking on “Secre- 
tarial Techniques and Skills,” followed 
by R. A. Sutermeister, professor of Per- 
sonnel Management, University of 
Washington, on “Human Relations in 
Business.” The first speaker in the after- 
noon was Dr. Robert R. Aurner, vice 
president of Scott, Inc. Management 
Consultants, Milwaukee and West 
Coast. His topic was “The Executive 
and Secretarial Target: Communications 
Power.” Next came “Public Relations, 
a Secretarial Function” covered by a 
panel of four businessmen, followed by 
the last panel of the day consisting of 
seven CPS Certificate holders. 


* * * 


A feature story and picture in the 
Sioux City Sunday Journal, May 23, an- 
nouncing SIOUX CHAPTER’S (Sioux City, 
Ia.) selection of Bernice Polley as “Sec- 
retary of the Year” and the annual secre- 
tarial scholarship award to a high school 


senior were the highlights of the observ- 
ance of NSW. Bernice, recently reelected 
President of the Iowa State Chapters 
and a past president of Sioux Chapter, 
is completing her 25th year as secretary, 
now in the engineering department 
with Iowa Public Service Company. Mrs. 
Frances Mikklesen, president, presented 
the $150.00 gift award for further sec- 
retarial training to Reva Miles at Com- 
mencement exercises at the Heelan High 
School. Fayola Hendrickson, Jean Patter- 
son, Bernice Polley, Della Sadler and 
Mary J. Smith spoke to graduates in 
commercial courses during the week. 


* * * 


Mrs. Hazel Smith, honorary member 
of AK-SAR-BEN CHAPTER (Omaha, 
Neb.), was the guest speaker at their 
12th anniversary dinner on May 11. On 
May 24 NSA members, in recognition of 
NSW, were guests of the Good Fellow- 
ship group of the Omaha Chamber of 
Commerce. Mrs. Hazel Smith presided, 
and William J. Hotz, Sr., attorney, spoke 
on “Secretaries—Yesterday, Today, and 
Tomorrow.” 

* * * 


NSW gained wide recognition for 
HAWKEYE CHAPTER (Des Moines, Ia.). 
On Sunday, May 23, the entire front 
page of the society section of the Des 
Moines Sunday Register was devoted to 
the secretarial profession, with pictures 
and interviews of seven members. These 
members were luncheon guests of the 
Des Moines Ad Club, East Side Kiwanis 
Club, and Downtown Kiwanis Club. Sec- 
retary of the Week, Maxine McFee, and 
other members were interviewed on 
radio programs. Speakers were provided 
for some of the Des Moines schools. 


* * * 


Attorney John R. Clayton, 1953 “Boss 
of the Year,” was toastmaster at the sec- 
ond Boss Night of GREELEY CHAPTER 
(Greeley, Colo.) on May 26. Guest 
speaker J. D. Brown, of the Equitable 
Life Assurance Society, used as his topic 
“The Thirst for Knowledge.” Mrs. Mary 
Alyse Schmidt, Secretary of the Year, 
was presented her CPS Certificate by one 
of her bosses, Karl R. Ahlborn, deputy 
district attorney. Glen C. Turner, con- 
troller at Colorado State College of Edu- 
cation, responded for the bosses. Russell 
W. Hibbert, Jr., M.D., was chosen Boss 
of the Year for 1954. 
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P. O. Box 1517 
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SOUTHEASTERN DISTRICT 


A cordial welcome to another chapter 
in the Southeast, CLEVELAND CHAPTER 
(Cleveland, Miss.) , installed on May 22, 
with fourteen members. Congratulations 
to MALABOUCHIA CHAPTER ( Jackson, 
Miss.) tor organizing this one. Mar- 
guerite Dodds, SEVP, presided at the 
installation dinner and was assisted by 
Beatrice Butler, president of the “mother 
chapter,” Lelea Bickham, recording sec- 
retary, and Juanita Terry, incoming 
president of the same chapter. Claire 
Muller is the first president of this new 
chapter. Guests at the installation ban- 
quet included S. E. Kossman, a local 
civic leader and prominent businessman, 
who was the principal speaker, Honor- 
able F. W. Bishop, mayor of Cleveland, 
Colonel Ben F. Mitchel, past president 
of the Cleveland Chamber of Commerce, 
and Tetlow Johnson, secretary and gen- 
eral manager of that organization. 





* * * 


And a cordial welcome to MOBILE 
CHAPTER (Mobile, Ala.) installed April 
25, with sixteen members, by Marguerite 
Dodds, SEVP. The NSA is proud of 
BIRMINGHAM CHAPTER (Birmingham, 
Ala.) for this achievement. Miss Dodds 
was assisted by Julia Robertson, state 
president, and Ercile Martin, president of 
the Birmingham Chapter. Mayor Henry 
Luscher gave the welcoming address and 
The Reverend Charles C. Goetz, S. J., 
presented the principal address. Lois 
Morgan, chapter chairman, presided until 
the new President, Marie Nichols, was 
installed. 


* * * 


SAVANNAH CHAPTER (Savannah, 
Ga.) started NSW off with a “bang-up” 
breakfast on Monday morning. An ad- 
dress on “Woman's Place in the Business 
World” was given by Mary Sutton, an 
instructor at Vocational School in Savan- 
nah, who is also assistant evening college 
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director handling public relations for 
Armstrong College, and an analyst in 
the Budget Department for the Union 
Bag and Paper Corporation. A feature 
of one evening of the week was a lawn 
party and weiner roast at Lares Carlson's 
home. A. G. Cohen of Lady Jane Shop 
entertained with a coffee hour from five 
to six; on Saturday “big doings” were 
enjoyed at the Oglethorpe Hotel, with 
a fashion show, swimming, and smor- 
gasbord. The guest speaker was Joseph 
Lambright. Leuveda Campbell, Secretary 
of the Year from this chapter, was hon- 
ored on a TV program on National Sec- 
retaries Day. Morris Levy, Jewelers, pre- 
sented her with a lovely Gorham silver 
bowl. 


* * * 


A successful workshop was the achieve- 
ment of MALABOUCHIA CHAPTER 
(Jackson, Miss.) in March. The work- 
shop emphasized the necessity of learn- 
ing more about human relations in 
working out plans for “Better Living.” 
Human Behavior was discussed from the 
viewpoint of a psychologist, Dr. F. W. 
Bainbridge II, of Psychological-Educa- 
tion Clinic and from the viewpoint of 
a business man by Orvel H. Simmons, 
labor market analyst of Mississippi Em- 
ployment Security Commission. Juanita 
Terry, as the first CPS of her chapter, 
discussed the CPS program. Virginia 
Bell, of the Speech Department of Bel- 
haven College, speaking effectively, told 





Stella Spaulding (right), first CPS of the 
OscEOLA CHAPTER (Clearwater, Fla.), is 
interviewed by Shirley Hughes, commen- 
tator of WTAN radio station. This was a 
feature of National Secretaries Day. 





of the need for a large speaking vocabu- 
lary and the need for knowing how to 
speak. Dr. M. C. White, professor of 
English, Millsaps College, emphasized 
the “you” viewpoint in “Your Writing 
Effectiveness.” 


* * * 


April and May were busy months for 
BIRMINGHAM CHAPTER (Birmingham, 
Ala.). A successful bingo party was held 
in April; the semi-annual scholarship 
banquet took place on May 4; and the 
chapter was hostess to the Alabama 
State Meeting the third weekend in 
May. All of this and the installation of 
a newly formed chapter in Mobile indi- 
cate this chapter is doing its part to as- 
sure the growth and progress of The 
NSA. 


* * * 


GADSDEN CHAPTER (Gadsden, Ala.) 
selected W. R. Brown, manager of Pro- 
fessional Opticians, Boss of the Year. 
He was crowned by his secretary, Mrs. 
Tommy Sheffield, a charter member of 
the chapter, at the annual banquet hon- 
oring employers. Entertainment con- 
sisted of music, tap dancing, and a skit 
depicting the trials of an harrassed boss 
and his gum-chewing secretary. Other 
guests at the dinner were Nina Wood, 
Mrs. Ruby Haffner, Mrs. Dorothy Rid- 
dle, Geraldine Farrar, Mrs. Meredith 
Woodall from the recently installed 
DECATUR CHAPTER (Decatur, Ala.) 
and Martha Nunnelly and Keitha Carter 
from ANNISTON CHAPTER (Anniston, 
Ala.). 





Officers of Georgia State Division recently 
elected at a meeting in Savannah, Georgia, 
are Rachael Smith, treasurer; Mrs. Grace 
Dudley, president; and Collie Zipperer, 
secretary. 
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At a dinner meeting in the Tampa 
Terrace Hotel, TAMPA CHAPTER 
(Tampa, Florida) elected new officers. 
Sharon Mims entertained with piano 
selections and Doris Jean Oser and her 
mother, Mrs. Phyllis Oser, gave an amus- 
ing skit. During NSW Florida State 
President, Mrs. Josephine Poppleton, 
was interviewed by the Tampa Daily 
Times. Jo came up through the ranks 
from a clerk to secretary to the treasurer 
and general auditor in her 31 years with 
the local telephone company. She is in 
a continual whirl of activities expanding 
the association and serving as advisor to 
the 10 chapters in Florida. 


* * * 


Members of DURHAM CHAPTER 
(Durham, N. C.) held an intriguing 
meeting in the shop of a local cosmetolo- 
gist, Mrs. Sallie McDonald, where they 
heard an excellent talk on good groom- 
ing and enjoyed a demonstration on the 
correct use of cosmetics. In May Louis 
Swanson, co-administrator of Duke Hos- 
pital, Durham, N. C., talked to the 
chapter about human relations in the 
office. 


* * * 


A travelogue on recreational vacation 
spots east of the Mississippi was pre- 
sented by Bliss Schumann of World- 
Wide Travel Service Corporation at the 
May meeting of CAPITAL CHAPTER 
(Washington, D. C.). 


* * * 


It was May “daze” for most of the 
members of FORT LAUDERDALE CHAP- 
TER (Fort Lauderdale, Fla.) beginning 
with their first Boss Night Dinner. 
Gertrude Roger’s employer, Howard 
Hook, was crowned Boss of the Year. 
The chapter received special recognition 
at the State Convention in St. Petersburg 
for doubling its membership in six 
months. Seventeen members attended the 
convention and had member Paula 
Chipman elected State Treasurer. During 
NSW the chapter held a successful work- 
shop for office workers in the city with 
SEVP Marguerite Dodds as a featured 
speaker. Savings bonds scholarships were 
presented to two high school seniors, 
and a full business scholarship was given 
to Mrs. Mary Carpenter. 


* * * 
While National Secretaries Day is ob- 


served for employers to pay tribute to 
their secretaries, members of QUEEN 
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CHARLOTTE CHAPTER (Charlotte, N.C. ) 
started the day a little early by having 
their employers join them at an annual 
Champagne Breakfast. Mrs. Ruth Easter- 
ling expressed a beautiful tribute to 
bosses, and each secretary pinned a rose 
on her boss as her special tribute. Lee 
Wood, president of the chapter, pro- 
posed a toast to “The Champagne of 
Men, my Boss.” Certified Professional 
Secretary, however, was the feature of 
the hour. Carl Storey, business manager 
of Queens College and proctor of the 
first CPS examination held in Charlotte, 





Brooxyse Parker looks on while 1953 Boss 
of the Year, C. W. Sullivan, places the 
crown on her employer, Dr. W. G. Mc- 
Pherson, 1954 Boss of the Year, at the 
annual Boss Night Banquet of MALABOU- 
CHIA CHAPTER (Jackson, Miss.). Bosses, 
their wives, and husbands of the members 
attended this gala Mardi Gras night. 


presented the CPS certificate to Ruth 
Easterling. In her acceptance Ruth 
stressed what CPS means to an indivi- 
dual and what it can mean to her em- 
ployer. The main event of NSW in 
Charlotte was a luncheon on Secretaries 
Day when more than one hundred ex- 
ecutives of the city honored their secre- 
taries. It was sponsored by the local 
group of the Industry Sponsoring Com- 
mittee and the local Executive's Com- 
mittee for NSW. Mrs. Ruth Easterling 
was selected Secretary of The Day at 
this luncheon. 


The PIONEER CHAPTER and QUEEN 
CHARLOTTE CHAPTER, both of Char- 
lotte, were luncheon guests. During the 
week the two chapters also enjoyed a 
dinner given by the local sponsors of the 
week, a visit with the chapter at Gas- 





tonia, N. C. and appeared on a TV 
show with members of the chapter at 
Hickory, N. C. 


Mrs. BEA ARNELL 


610 East Young Street 
Tulsa 6, Oklahoma 
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New officers were installed at the 
June dinner meeting of the Los ANGELES 
CHAPTER (Los Angeles, Cal.). Feature 
of NSW was a dinner for 300 at the Los 
Angeles Biltmore Hotel with bosses, 
husbands, and friends attending to honor 
the First Lady of American Business. 
Special guests were Ann Southern and 
her TV boss, Don Porter, of the “Private 
Secretary” TV program. The chapter 
presented Miss Southern with a plaque 
designating her as its favorite private 
secretary. The evening was strictly for 
“fun” with lots of entertainment and 
door prizes. The dinner, as well as ex- 
tensive publicity on radio, television, and 
newspapers, was under the direction of 
Maxine Little, chairman for NSW. 


* * * 


During NSW the local Industry Spon- 
soring Committee assisted the HOUSTON 
CHAPTER (Houston, Texas) in publiciz- 
ing the chapter by contacts with local 
radio, TV stations, and newspapers. The 
Smart Shop dedicated its regular weekly 
Style Show to secretaries, two of the 
chapter members modeling. The First 
National Bank publicized NSW on its 
huge sign across from the Shamrock 
Hotel. The Allied Florist Association 
made presentations during the week to 
many of the members. Gertrude Birk- 
man was chosen Secretary of the Year 
and appeared on TV. A proclamation 
designating NSW was signed by Mayor 
Hofheinz. Many of the downtown stores 
had window displays, and two members 
were interviewed on KXYZ. 


* * * 


The third Annual Boss Night Din- 
ner of the SAN DIEGO CHAPTER (San 
Diego, Cal.) was held at the Cuyamaca 
Club. A plaque and shillelagh were pre- 
sented to Boss of the Year Colonel K. 

(continued on page 33) 


Twenty-nine 





Is 
Your 


Home 

a 
Burglar’s 
Delight? 


Courtesy of 
The Yale & Towne 
Manufacturing Company 


Some Useful Precautions You Can Take 
Will Protect Your Home and Valuables 
While Away on Vacation or Long Weekends 


URGLARS in the United States are 
getting bolder every minute. You'll 
conclude this from the F.B.I’s latest an- 
nual crime report which estimates that 
housebreakers and second-story men com- 
mitted 479,120 burglaries during 1953. 
Broken down, these figures indicate 
that a home or place of business is being 
looted while you read this article. Fifty- 
five burglaries took place during every 
hour of the day and night during 1953— 
almost one a minute. In 1952, the rate 
was fifty burglaries an hour. 

Police reports throughout the nation 
indicate that the burglar’s principal 
ally, surprisingly enough, is the person 
he victimizes. If it were not for the 
errors of omission and commission plus 
mistakes in judgment made by property 
owners, the burglary rate would be much 
lower. 

A research study made by The Yale 
& Towne Manufacturing Company, 
makers of Yale locks and builders’ hard- 
ware since 1868, points out many of the 
homeowner's preventable mistakes which 
make the burglars’ task easier. 

This study, intended to show property 
owners how they can burglarproof their 








homes and cut down on the $78,000,000 
haul made by burglars in 1953, is of par- 
ticular interest to those going away on 
vacation or for long weekends. 


Mistakes That Help Burglars 

These are the principal errors people 
make which allow enterprising burglars 
to practice their criminal livelihood suc- 
cessfully: 


1. Leaving a home with exterior doors 
or windows unlocked. 


2. Failure to equip BOTH front and 
back doors (and all other exterior doors ) 
with secure locks. 


3. Failure to notify the newsboy that 
the family is on vacation. Piled up news- 
papers outside the door are an indication 
to the burglar that the “coast is clear.” 


4. Failure to notify the milk company 
by telephone or letter to stop milk deliv- 
eries during vacation periods. A note in 
an empty bottle saying that the family 
will be away for several days will stop 
delivery of milk, but it will also tell a 
snooper that he has a green light to 
burglarize the house. 

5. Leaving a note for prospective 




















Accumulated milk bottles and news- 
papers tell burglar house is vacant. 


Old-type locks make burglars smile; 


You can add security to your exterior 
cylinder locks make them scowl. 


doors by installing nightlatches. 
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guests in the mailbox saying, “Key is 
under doormat. Make yourself at home.” 
Burglars will appreciate such thoughtful- 
ness. 

6. Notifying the local newspaper that 
you plan to go on vacation. Thieves are 
quick to take advantage of such accom- 
modating news items. It is better, after 
you return, to tell the newspaper that 
you have been on vacation and what you 


did. 


How To Foil Burglars 

Here are some things you can do to 
make things very difficult for house- 
breakers: 

1. Keep at least two interior lights on 
when you leave the house for the eve- 
ning. An unlit home is a signal to the 
night-time burglar that he can move in 
more easily. 

2. Leave shades up when vacating the 
house and notify neighbors and police 
that you are taking a trip. A light in the 
house during your absence will then 
warn those you have alerted that prowl- 
ers are in your home. Ask neighbors to 
pick up all mail and circulars that may 
have been placed at your front door so 
that your house has a “lived in” look. 

3. Never notify the society editor of 
your local newspaper that you are plan- 
ning to leave on a trip. Rather, inform 
the editor about your vacation after you 
have returned; it is still news—and safer 
for you. 


4. Call police to check on all strange 
solicitors not carrying proper credentials. 
Many thieves pose as salesmen or repair- 
men while “casing” an area for future 
lucrative jobs. Never allow a salesman 
or repairman without good credentials 
to enter your home. 


5. Make certain that basement and 
second story windows are just as securely 
locked as those on the first floor. Keep 
ladders locked up in the garage, or if 
they must be kept outside, securely fasten 
them to the side of the house or garage 
with a length of chain and a good qual- 
ity pin-tumbler padlock. 


6. While talking to a strange caller 
at your door, stand in front of the lock- 
ing mechanism. A favorite trick of burg- 
lars is to engage a prospect in conversa- 
tion while flicking the push buttons 
below the bolt of a mortise lock and thus 
unlocking the door. The burglar hopes 
that the householder will not notice that 
the door is unlocked and will return 
later. If the door is still unlatched, he 
finds a clear path to the interior of the 
house. 


7. Most important of all make cer- 
tain that high grade pin-tumbler cylinder 
locks are on all exterior doors. The pin- 
tumbler type cylinder lock makes good 
lock security available to everyone at a 
reasonable price. Don’t depend on cheap- 
ly made locks to protect your valuables. 


8. A very economical method of pro- 
tecting your exterior doors from intru- 
ders is to install auxiliary nightlatches 
with a dead-locking mechanism on these 
doors. For utmost security, a good dead- 
lock is available at a very reasonable cost. 
On glass doors, double cylinder locks 
should be installed. 

9. With the possibility in mind that 
you might slip up on one or more of the 
above rules, it is wise to keep a record 
of the serial numbers and descriptions 
of all your valuables. In many cases 
police can track down a burglar if this 
is done, as pawnshops and second-hand 
dealers are required by law to file sales 
reports with the police. 

Of course, the best way to prevent be- 
ing robbed is NOT to keep valuables in 
your home, but instead store them in a 
safe deposit box in your bank. The burg- 
lars count on homeowners ignoring this 
sound rule. 

Nevertheless, if you remember that 
most burglaries are made easy by the 
homeowner's own carelessness or failure 
to use his common sense, you can do a 
lot to improve the situation. 

The rate of burglaries will only de- 
crease from 1953’s rate of 1,312 every 
day in direct proportion to the vigilance 
and “preventative lock security” main- 
tained by the householder himself. 

Turn to the check list on the next 
page to find out how well you score in 
burglar-proofing your home. 





























Only your own key fits 


© nawee your pin-tumbler cylinder lock. 


vacant. 
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Salesmen lacking proper credentials 
should be reported to Police. 





Note in mailbox telling key is hidden 
makes burglar’s task easy. 











Keep ladders locked up, and second 
story windows as securely locked as 
those on the first floor. 
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(CHECK ONE) SCORE FOR 
yes” 
Yes | No ANSWER 
1 When you leave your home, do you 
check to make sure that all exterior ; 
doors and windows are securely 10 points 
locked? 
2 When you leave your home for a vaca- 
tion or any extended period, do you 
A. Notify your newsboy, so that papers renee 
; j i 
will not pile up? ¥ 
B. Notify your milkman so that milk 
bottles will not accumulate to let a ‘ , 
burglar know that the ‘‘coast is — 
clear’’? 
C. Make arrangements to have your 
mail held for your return, so that 3 points 
your house or apartment has a 
lived-in look? 
3 When leaving your house for an ex- 
tended period, do you notify neigh- 10 points 
bors and local police that you are 
taking a trip? 
4 Do you check the credentials of serv- 
icemen and salesmen before admit- 10 points 
ting them to your home or apartment? 
$ Do you leave a light on when you , 
leave the house for the evening? 5 points 
6 Do you leave the shades up when 1 
vacating the house for an extended 5 points 
period? 
7 Do you make certain that a strange 
caller does not tamper with your door 5 points 
lock? 
8 Do you have pin tumbler locks on all 
exterior doors? Or, if not, have you 25 points 
installed auxiliary nightlatches on 
doors not so protected? 
9 Do you or another member of your 
family rent a safe deposit box for 5 points 
storage of your valuables? 
10 | Do you keep a record of serial num- 
bers and descriptions of your valu- 5 points 
ables? 
My Home Protection Score is: 89 points* 

















A score of 89 is perfect. A score of 80 or 


more means you are doing a good job of foil- 


ing burglars; a score of 65 or more means that 


you are doing a fair job; a score of 50 or less 


means that your home may become a "burg- 


lar's delight." 


Thirty-two 





How NSA Can be 
An Asset to the 
Business World 


(continued from page 17) 


Now this secretary with interest, enthusiasm, knowledge, 
and sparkle is going to say “Yes” when her chapter asks 
her to serve as a chairman or an officer. She will learn to 
develop executive ability; to moderate discussions and pre- 
side at meetings; to speak to groups. And this, if you think 
about it, can be the most important contribution of all. 

Let's take another look at our secretary. Competent. Well- 
informed. Up-to-date. A woman with ideas, interest, and 
enthusiasm—and executive ability. The business world is 
learning that just as many secretaries as bosses identify them- 
selves with their profession after working hours—one of 
the marks of a real executive. NSA is offering a corps of 
well-qualified executive secretaries on which American busi- 
ness can draw for top-flight executives. There is a new eche- 
lon in today’s business offices—the 1954 model secretary, 
who is an executive on her own. An asset—like a new 
power plant! 

It is one of the tested principles of good management 
and effective internal organization that specialists should 
be kept busy at or near the top of their abilities. Little is 
accomplished by the person of whom little is expected. Until 
NSA came along many secretaries accepted their positions 
at typewriters because public opinion tabbed that as the 
limit of their progress. But here, in NSA, is a new group of 
qualified specialists, ready to accept greater responsibilities. 

In today’s time, when forecasters describe business as 
“sliding off,’ no worthy executive is going to leave assets 
unused for very long. I believe that NSA has developed 
and presented itself to the business world as an asset at just 
the right time. Management will be quick to liquefy this 
asset—to use it—because it is good, wide-awake American 


business management. 


The Secretary 




















SOUTHWESTERN DISTRICT 


(continued from page 29) 


M. Barrager, U. S. Army (Retired), and 
President of Kelsey-Jenney College since 
1934. At the regular dinner-business 
meeting on April 21, five new members 
were initiated in an impressive candle- 
lighting ceremony. Guest speaker George 
W. Huddell chose as his subject “Invest- 
ment Planning for the Family.” 


* * * 


Members of BIG D CHAPTER ( Dallas, 
Texas) visited Southern Methodist Uni- 
versity and Dallas College to discuss with 
the Secretarial Science students the 
careers ahead of them and the CPS goal. 
Management groups addressed prior to 
NSW were the Dallas Bar Association 
and NOMA. The Daily Times Herald, 
radio stations, and TV station KRLD 
conducted a contest to locate the Dallas 
County secretary, currently employed, 
who has the most number of years serv- 
ice as a secretary. The contest winner, 
Mrs. Vivian Hearn, was the honoree at 
the chapter's annual National Secretaries 
Day event, an Amanuensis Party. Titche 
Goettinger Department Store presented 
the senior secretary with a $100 gift cer- 
tificate. Other stores devoted window 
displays to NSW and called attention 
to the week in their newspaper advertis- 
ing. Members appeared on four TV pro- 
grams during the week. New officers 
were installed and new members initi- 
ated at a dinner, winding-up NSW and 
commemorating the chapter's seventh 
anniversary. 

* * * 


Five members of GIRARDOT CHAPTER 
(Cape Girardeau, Missouri) attended the 
Missouri State meeting held in St. Louis. 
Helen Marshall was elected state presi- 
dent. Helen is secretary in the law offices 
of Finch & Finch, a charter member and 
past president of Girardot Chapter, and 


The Secretary 





Helen Marshall, GIRARDOT CHAPTER 
(Cape Girardeau, Mo.), elected Missouri 
State President at Missouri State Meeting, 
St. Louis, Mo., in May. 


past state treasurer. She has put forth 
arduous effort to further the achieve- 
ments of the chapter and has added 
much to business and social events dur- 
ing her eight years of membership. NSW 
was observed with the selection of a 
typical secretary and a luncheon meeting. 
Mrs. Roberta Gray, secretary to Mana- 
ger W. W. Barcus of the Chamber of 
Commerce, was selected. At the lunch- 
eon Helen Marshall was presented a 
gift in honor of her appointrrent as 
Missouri State President. The chapter 
was formed June 24, 1946 with 16 mem- 
bers and today has 45. 


* * * 


Congratulations to KAW CHAPTER 
(Topeka, Kan.)! At the State meeting 
held recently it was announced that Kaw 
Chapter had been awarded the cash prize 
for having the largest increase in mem- 
bership, percentage-wise, during the cur- 
rent year. The Green Room at the Hotel 
Jayhawk was the scene of the Annual 
Boss Night Dinner. The party was a “gay 
nineties” affair with cocktails from 6:00 
to 6:30, followed by a family-style din- 
ner. A “centennial” atmosphere was car- 
ried out in table decorations, including 
checkered tablecloths and coal-oil lamps, 
while members dressed in centennial at- 
tire. In addition to the bosses, guests 


were officers and directors of the local 
chapter of NOMA. 
* * * 

Members of the Desk & Derrick Club, 
Executives’ Secretaries, Inc., and the Busi- 
ness & Professional Women’s Club were 
included in NSW activities of NOLA 
CHAPTER (New Orleans, La.). A repre- 
sentative of each of these clubs and a 
chapter member held a half-hour panel 
discussion on Radio Station WWL with 
Dr. Raymond P. Witte, director of the 
Evening Division of the Business Col- 
lege, Loyola University. Through the 
courtesy of Loyola University, a tea was 
held. Secretaries at the night school and 
others throughout the city were invited 
and learned about the program being set 
up for CPS examinations. Dr. Witte 
spoke briefly on CPS at a luncheon given 
through the co-operation of executives 
of National Cash Register, Remington 
Rand, International Business Machines, 
and Underwood Typewriter. Members 
of Sales Executive Council of the Cham- 
ber of Commerce and their secretaries 
were luncheon guests. Three members 
of the chapter told of NSA activities on 
TV Station WJMR. Posters displayed 
by department stores and equipment 
firms, typewriter and Soundscriber rep- 
resentatives passing the word along, 
newspaper publicity, and spot announce- 
ments on all radio stations contributed 
to making NSW a very successful week. 





Mrs. Carolene Sanders, president, and Vel- 
ma Smith, vice president, of KAW CHAPTER 
(Topeka, Kan.) entertain their bosses at 
Boss Night Dinner. Carolene’s boss Dr. 
George Hopkins, Chief Surgeon for the 
Santa Fe; Carolene; Velma’s boss J. B. 
Reid, Southwestern Bell Telephone execu- 
tive; and Velma. 


Thirty-three 








IBM’s electric carriage return 
saves you work—all day long 


Touch the return key, and the carriage 
of the IBM Electric Typewriter glides swiftly 
back, gently stops on a cushion of air. 


Returning the IBM carriage 400 times 

requires less energy than returning the carriage 
once on a manual.* Think what a blessing that is 
when you type hundreds of lines a day! 


There’s a “saving touch” to every key on 
the IBM .. . in fact, a recent report shows a 
whole hour’s typing takes less energy than 

3 minutes on a manual. 


Wouldn’t you like to try the new IBM? 


Electric Typewriters 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, N.Y. 


*By actual measurements of inch ounces of 
mechanical energy for carriage return operation. 





